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FOREWORD 
 
This document provides a foundational guide for successful certification of projects previously 
closed without DSA certification. The goal of this guide is to provide information, procedures and 
concepts that lead to project certification and that promote consistency between DSA regional 
offices. 
 
This guide is intended to be used for projects constructed prior to January 1, 2007 and that have 
been closed by DSA without certification.  This guide cannot possibly address all scenarios or 
specific situations encountered during the closeout process. In addition to the guidance this 
manual provides, experience and analytical skills are essential when determining appropriate 
actions necessary to obtain project certification. 
 
Note: This manual is designed to be printed double-sided in accordance with the DGS 
Sustainable Copy Paper Policy (see the DGS Manual, Section 1810 and DGS Administrative 
Order 06-04). 
 
 

http://orpm.dgs.ca.gov/DGSManual/TOC/1800/1810.htm
http://documents.dgs.ca.gov/msd/adminorders/ao06-04.pdf
http://documents.dgs.ca.gov/msd/adminorders/ao06-04.pdf
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SECTION 1 - INTRODUCTION 

1.1 PURPOSE OF THIS GUIDE 
The purpose of this guide is to provide information, procedures and concepts that lead to 
project certification and that promote consistency between DSA regional offices. It is the 
intent this guide will be used by all stakeholders involved with DSA project certification. 

1.2 ABOUT THE DIVISION OF THE STATE ARCHITECT (DSA) 
DSA provides design and construction oversight for K–12 Schools, Community Colleges 
and State-Owned Essential Services Facilities. DSA specifically regulates building code 
and education code compliance for: 

• Structural Safety  (SS) 
• Fire & Life Safety  (FLS) 
• Accessibility  (ACS) 

 
DSA has four regional offices:  

• Oakland (Area 01) 
• Sacramento (Area 02) 
• Los Angeles (Area 03) 
• San Diego (Area 04). 

1.3 PROJECT PLAN REVIEW AND APPROVAL PHASE 
The plan review and approval process occurs before any construction takes place. As a 
result of the plan review and approval process, DSA project files (physical files) are 
produced and eTracker and IMS database records are created. 

1.3.1 DSA Black and Red Files 
Physical files are created and are organized as follows: 

• The red file(s) contain plan check documents and technical construction 
documents 

• The black file contains administrative forms and documents 

1.3.2 Plan Check Review and Approval 
The Plan Check process is initiated when the applicant files a DSA-1 application form 
and submits plans for review and approval. After the plan check process is complete, an 
Approval of Plans letter is issued and the construction phase can begin. 

1.4 PROJECT CONSTRUCTION PHASE 
The District Structural Engineer (DSE), also known as a Field Engineer, provides 
oversight during construction by providing supervision of the project inspector, reviewing 
administrative and technical documents and by making periodic visits to the construction 
site. 
 
During the construction phase, many administrative and technical documents are 
generated and submitted to DSA, including: 

DSA-5: Inspector Qualification Form 
DSA-102: Contract Information Form 
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Change orders, addenda, deferred approvals, and revisions 
Inspectors’ semi-monthly reports 
Construction deviation notices 
Lab test reports 
Special inspection reports 
FCDs (Field Change Documents) 
Correspondence 

1.5 PROJECT CLOSEOUT PHASE 
 
What is Project Closeout? 
Project closeout is the process that DSA uses to determine project compliance with the 
codes and regulations governing school construction. Project closeout consists of 
examination of specific project files for documents required to be submitted before, 
during and after construction and to determine if outstanding issues have been resolved. 
After the file is examined, the project file is closed either with certification or without 
certification.  After the project is closed the files are sent to State Archives. 
 
What is Project Certification? 

• Project certification is a letter issued by DSA certifying that the building project 
has been completed in accordance with the requirements as to the safety of 
design and construction pursuant to Education Code Sections 17280-17316 and 
81130-81147 

 
Why is Certification Important? 

• Provides a method to determine the safety of school construction 
• School Board members may be personally liable for projects until certified 
• DSA will be unable to approve plans affecting uncertified construction at any time 

in the future 

1.5.1 Initiation of Project Closing 
DSA initiates the closing of projects.  The following causes closing initiation (90 day 
closing letter to be issued): 

• The DSA District Engineer (DSE) determines the project is essentially complete.  
Essentially complete does not necessarily mean 100% complete.  There may still 
be punch-list items pending.  If the contractor is not fully mobilized on the site, 
then the project may be considered essentially complete. 

• The project becomes occupied.  The DSE is expected to initiate the closing 
process within six (6) months of occupancy.  

• Construction stops for one year or more. 
 

1.5.2 DSA Generates a 90 Day Letter 
After DSA examines a project file and determines documents required for certification 
are missing, DSA issues a 90 day letter to the Architect and School District.  The letter 
requests that all outstanding requirements and documents be submitted to DSA within a 
90 day period to allow DSA to certify the application. The letter includes a list of required 
documents that have been received and those that are outstanding. The list may (or may 
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not) include the following markers: (if the markers are not included then any document 
listed should be considered as not received by DSA). 

• RR which indicates the document is “required and received” by DSA 
• RM which indicates the document is “required but missing” and therefore must be 

submitted in order to certify the project. 

1.5.3 DSA Closes the Project File 
When the 90-day period has expired, DSA again examines the project file to determine if 
the missing documents have been submitted and all outstanding issues have been 
appropriately addressed. All outstanding documents and issues must be resolved prior 
to DSA’s issuance of a letter of certification. DSA then closes the project file either with 
certification or without certification and issues a closeout letter to the District and copies 
to the Architect. 

1.6 PROJECT CLOSEOUT LETTERS 
Final project closeout options are as follows: 
1. Closeout with Certification (#1 Letter) 
2. Certificate of Compliance without Receipt of All Documents (#2 Letter) 
3. Closeout without Certification – Exceptions or Unpaid Fees (#3 or #3a Letter) 
4. Closeout without Certification – Deficiencies (#4 Letter) 
5. Cancelled 
6. Void 

1.6.1 Closeout with Certification (#1 letter) 
Upon satisfactory completion of construction, and receipt of all required documents, DSA 
issues a Certificate of Compliance to the school district. This letter is evidence that 
construction conforms to applicable requirements of the Education Code.  Any alternate 
documents submitted in lieu of the “required documents” results in the issuance of a #2 
letter 

1.6.2 Certificate of Compliance without Receipt of All Documents (#2 letter) 
As permitted under Education Code Sections 17315 and 81147; alternate procedures 
and/or alternate documents may be utilized in the efforts to issue a certification of 
compliance.  These alternates may be utilized when it is deemed impossible to collect all 
the required documents due to incapacitating illness, death or default of any persons 
responsible for filing reports. This process requires DSA approval, may not be initiated 
until all efforts to obtain the required documents have failed and must be requested by 
the school district.  Further review and fees may be necessary. Costs incurred by DSA 
are payable by the district. See DSA IR A-2 in Appendix E for further discussion and 
Sections 5 and 6 of this guide for potential resolutions, options and strategies. 
 

1.6.3 Closeout without Certification (Exceptions) (#3 or #3A letter) 
When DSA cannot verify that construction has been completed in accordance with the 
applicable codes and regulations, the project is closed without certification. This may 
happen because of reported deviations in the construction, because the required 
minimum scope was not constructed, because required documentation was not properly 
completed, was not received by DSA or is otherwise missing and/or required further fees 
owed to DSA have not been paid. 
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1.6.4 Closeout without Certification (Deficiencies) (#4 letter) 
When there are unresolved code or safety issues the project will be closed without 
certification. 

1.6.5 Cancelled Projects (Cancelled letter) 
DSA issues cancellation of projects, not constructed, when requested by the district. 
Cancelled Projects can be reinstated by filing a new application and fee in accordance 
with Title 24, Part 1, Section 4-315 (b).  Plans, specifications and design shall comply 
with the requirements of the current California Building Standard Code. 

1.6.6  Voided projects (Void letter) 
DSA voids projects under certain circumstances: 

• More than six (6) months has passed from the date of return of checked plans to 
the architect or engineer without the corrected plans or corrected original plans 
filed with DSA for backcheck.  DSA may, upon request, approve a six month 
extension.  Backcheck must be completed within two months of initiation. 

• More than four (4) years has passed from the date of DSA plan approval without 
the start of construction (No extension are allowed). 

Voided Projects can be reinstated by filing a new application and fee in accordance with 
Title 24, Part 1, Section 4-315 (b).  Plans, specifications and design shall comply with 
the requirements of the current California Building Standard Code. (See DSA IR A-17) 

 
1.6.7    Closing Letter Types 

The following table lists the closeout options and corresponding certification 
letter types  
 

Closeout 
Option Corresponding Certification Letter Type Additional Guidance 

1 Certification & Close of File All required documents 
received, all fees paid 

2 Certification & Close of File Per EDU Code 
39157(b) 

Caused by any alternate 
documentation submitted and 
accepted in lieu of the 
“required documents”.  

3 Close of File w/out Certification -- Exceptions Missing documents prevent 
certification. 

3a Close of File w/out Certification – Unpaid Fees Unpaid Fees 

4 Close of File w/out Certification -- Deficiencies Safety or code deficiencies.  

Cancel Close of File w/out Certification – Cancellation 
of the DSA Application Number 

Application cancelled by the 
district 

Void Close of File w/out Certification –Void           
DSA Application Number is Void 

Application voided by DSA 
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1.7 EXAMPLE OF CLOSEOUT LETTER 
Below is an example of a letter generated for Closeout with Certification (also referred to 
as a Number One Letter). 
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1.8 CLOSEOUT PROCESS FLOWCHART  
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SECTION 2 - RE-EXAMINATION OF CLOSED FILES (RE-OPENING) 
2.1 GENERAL INFORMATION, REQUIREMENTS AND PROCESS 

Once DSA has closed a project file, it is sent to State Archives.  If the file has been closed 
“not certified” then that status remains unaltered until that time the project is certified.  In 
reality there is no re-opening of the file but instead the file may be “re-examined” for 
certification.  The following steps are involved in order to have a file “re-examined” 

• Send a package to DSA that includes a letter with the project name, DSA 
Application number that requests the project file be re-examined for certification.  
The package must include all items, documents and issues listed as missing, 
outstanding or otherwise not resolved; as listed in the DSA “Closed Without 
Certification” letter. Include a copy of the “Closed Without Certification” letter, and 
the required $150.00 re-opening fee. All these items must be included in a single 
re-opening submittal or the “partial submittal” will be returned as incomplete. 

• All Change Orders, Addenda, Revisions and Deferred Approvals must be fully 
approved prior to submittal of a re-opening package. Note, merely submitting to 
DSA does not mean the same as approval.  All construction documents must be 
fully approved prior to re-opening. 

• Re-opening packages that require approved Change Orders, Addenda, 
Revisions and Deferred Approvals should include the DSA-143 transmittal 
indicating the DSA approval. 

• Required documents sent to DSA without a cover/transmittal letter and without 
the re-opening fee will be returned without any review or DSA tracker updating.  
After the 90 day letter expiration date, the project files are sent to State Archives 
and therefore individual closing documents cannot be filed.  

• Change Orders, Addenda, Revisions, Deferred Approvals and Field Change 
Documents (FCD, PCO) can be submitted after the 90 day letter expiration date. 
These items may be sent in individually for approval. This type of construction 
document submittal for approval does not constitute a re-opening. 

• When required documents cannot be acquired, approval from DSA for the 
omission of required closing documents or alternate documents must be resolved 
and secured in writing prior to the submittal of the re-opening package. 

• Re-opened projects (complete with the $150 fee) for which packages are 
submitted with un-approved documents, incomplete submittals or are not 
otherwise able to certification within three (3) months of re-opening; will remain 
uncertified, the files returned to archives and a revised uncertified closing letter 
will be issued with a revised documents required list. To again re-examine the 
project for certification will again require another $150.00 re-opening fee and 
appropriate documents submitted. 

• When a re-opening package is submitted complete, with the re-opening fee, the 
project will be assigned to a Project Closing Specialist and the appropriate 
District Engineer.  The file will be re-examined (it may need to be ordered from 
State Archives) and, if all documentation is correct, the project will receive 
certification of compliance. 

• Projects are re-opened in the order they (a complete package) are received at 
DSA for all school districts.  The only exception to this rule is if a delay in re-
examination process will delay or stop DSA plan review/approval of a currently 
submitted project. 
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SECTION 3 - CONTACTING DSA 

3.1 GENERAL 
 DSA contacts are important to successful certification.  Each project is under the 

jurisdiction of a specific regional office.  It is therefore necessary to contact the correct 
regional office.  Below are contacts for each regional office: 

 
3.1.1  Administrative Questions: 

• The closing letter may contain the name and phone number of the DSA project 
closing specialist.  If it does then call that person (number).  If that person no 
longer works at DSA or the project has been re-assigned then ask the person 
who answers the call for the appropriate contact.   

• If the closing letter does not have a contact name and phone number then call 
the following: 

o Area 1 (DSA Oakland)              510-622-1845 
o Area 2 (DSA Sacramento)        916-323-2643   
o Area 3 (DSA Los Angeles)       213-897-0523 
o Area 4 (DSA San Diego)          858-674-5441 
 

3.1.2  Technical Questions: 
• You may contact the DSA field Engineer if you know who that person is for that 

specific project. 
• The closing letter may contain the name and phone number of the DSA project 

closing specialist.  If it does then call that person (number).  If that person no 
longer works at DSA or the project has been re-assigned then ask the person 
who answers the call for the appropriate contact.  The closing specialist can 
direct your call and/or question to the appropriate technical staff.  

• If the closing letter does not have a contact name and phone number then call 
the following: 

o Area 1 (DSA Oakland)              510-622-3112 
o Area 2 (DSA Sacramento)        916-323-2643   
o Area 3 (DSA Los Angeles)        213-897-0314 
o Area 4 (DSA San Diego)           858-674-5441 
 

3.1.3 Archive Requests: 
• You may contact DSA to request archived files: 

o Area 1 (DSA Oakland)              510-286-0711 
o Area 2 (DSA Sacramento)        916-323-6584   
o Area 3 (DSA Los Angeles)        213-897-2600 
o Area 4 (DSA San Diego)          858-674-5478 
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3.1.4  Escalating issues 
It is important to try to ask questions and work out issues at the appropriate staff levels.  
If however, it is necessary for issues to be escalated then the appropriate chain and 
contacts are as follows: 

• Supervisor for Project Services (includes Closing Specialists) 
o Area 1 (DSA Oakland)              510-622-3126 
o Area 2 (DSA Sacramento)        916-323-2643  
o Area 3 (DSA Los Angeles)        213-897-0902 
o Area 4 (DSA San Diego)           858-674-5411 
 

• Supervisor for Field Unit (includes District Structural Engineers) 
o Area 1 (DSA Oakland)              510-622-3112 
o Area 2 (DSA Sacramento)        916-323-3559  
o Area 3 (DSA Los Angeles)        213-897-0950 
o Area 4 (DSA San Diego)           858-674-5427 

 
• Regional Managers (final contact in chain) 

o Area 1 (DSA Oakland)              510-622-3109 
o Area 2 (DSA Sacramento)        916-323-3013  
o Area 3 (DSA Los Angeles)        213-897-4092 
o Area 4 (DSA San Diego)           858-674-5413 
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SECTION 4 - DOCUMENTS REQUIRED FOR PROJECT 
CERTIFICATION 

 
4.1       GENERAL 

Each project has specific documents that are required to be completed and filed with 
DSA in order for DSA to certify the project.  This section provides general discussion of 
the various documents. Not all documents discussed here are required for all projects. 
 

4.2 SIGNATURES ON DOCUMENTS 
 All documents that require signatures must be signed by the correct person.  No person 

may sign for any other person. 
 DSA will accept re-produced documents in which the signatures are therefore also       

re-productions (not “wet” signed). 
 

4.3       DSA-1 (APPLICATION) 
One of the purposes of the DSA-1 (Application) or any amending document is to identify 
the specific names of design professionals who are required to sign DSA-6A/Es (Verified 
Reports). Forms that amend the DSA-1 include: 
DSA-1  
DSA-108 (Change in Delegation of Responsibility) 
Letters that request a change in the name of individuals on the DSA-1 
 

Notes: 1.   The information on the DSA-108 and other forms that change the delegation of 
responsibility supersede any information previously submitted on the DSA-1 
form. 

2. If a DSA-6A/E is submitted and signed by individuals that are not listed on a 
DSA-1 or any amending document, then a DSA-108 needs to be submitted 
before the DSA-6A/E can be accepted 
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4.3.1  DSA -1 - Example 
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4.4 DSA-108 (DELEGATION OF RESPONSIBILITY) 
Form DSA-108 changes the delegation of responsibility from those persons listed on 
form DSA-1 to others listed on form DSA-108.  This is useful when those listed on the 
original DSA application (DSA-1) are not able to complete their delegated 
responsibilities.  The form consists of providing the following critical information 
Project Name and Application Number. 
Delegated From 
Delegated To 
Signature and Date. 

4.4.1 DSA-108 - Example 
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4.5       DSA-102 (CONTRACT INFORMATION) 
The DSA-102 Contract Information form provides the contractor’s information. The 
following critical information must be provided on DSA-102. 

Project Name and Application Number 
Start Date 
Contract Number 
Contract Amount 
Contractor Name 
Scope of Contract 
Signature of Architect 
 
Notes:     1.  If any of the above information is incorrect or incomplete, a revised or        

corrected DSA-102 is required. 
           2.  Volunteer projects need to list the name of an individual who is acting as a 

contractor and the dollar amount would be based on an estimate of the fair 
market value. 

4.5.1  Requirements 
• The DSA-102 information must be received by DSA before any Change Orders 

can be accepted by DSA. 
• A separate DSA-102 must be filed for the Construction Manager.  
• For projects with multiple prime contracts, a DSA-102 can be filed for each 

contract. However, it is recommended to use a single DSA-102 with an attached 
list of prime contractors.  

• If a single General Contractor or Construction Manager (Construction Manager is 
at risk) holds contracts, then DSA considers only one contract exists (that 
between General Contractor and the district or the Construction Manager and the 
district).  That prime contract is listed on the DSA-102 and sub contractor 
contract information is not listed. 
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4.5.2  DSA-102 – Example (Annotated) 
Below is a detailed description of required information. If a field in the form is not 
annotated (and appears blank), the information in the field is not essential for closeout. 
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4.5.3  DSA-102 – Example (with Multi-prime Attachment) 
The multi-prime list must indicate the contractor’s name, respective contract amount, 
and bid package #.  
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4.6 DSA-291 (LABORATORY VERIFIED REPORT) 
Most (but not all) projects require materials testing. Project testing requirements are 
shown on the construction documents and summarized on the DSA testing and 
inspection (T&I) form (DSA-103).  

 The T&I form is filled out by the design professional and accepted by DSA as a 
prerequisite to plan approval.  The T&I form is not required for project closing but is used 
to identify those tests and special inspections required for the project.   

At the conclusion of the project, the Testing Lab is required to provide evidence to DSA 
that all required tests have been completed.   

• For older projects the Lab Manager would provide a signed affidavit 
(“Customized lab verified report”) to DSA stating that all required testing has 
been completed.  

• The Laboratory also may have filed a DSA-6 form.  

• For More recent projects the Lab provides an executed DSA-291 (Laboratory 
Verified Report), signed by the lab manager, evidencing all required testing has 
been completed. DSA-291 must be signed by the licensed civil engineer who 
supervised the testing.   

All three of these methods are acceptable for project certification except for projects 
where construction has been completed after January 1,2006, the DSA-291 form must 
be used. 
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 4.7      DSA-292 (SPECIAL INSPECTOR VERIFIED REPORT) 
Some (but not all) projects require special inspections. Project special inspection 
requirements are shown on the construction documents and summarized on the DSA 
testing and inspection list (T&I) form.   
The T&I form is filled out by the design professional at the time the plans are approved.  
The T&I form is not required for project closing but is used to identify those tests and 
special inspections required for the project.   
At the conclusion of the project, the Special Inspector(s) is required to provide evidence 
to DSA that all required special inspections have been completed and that the inspected 
construction complies with the DSA approved construction documents.   

• For older projects the Special Inspector would provide a signed affidavit 
(“Customized Special Inspector verified report”) to DSA stating that the 
specifically listed required special inspection has been completed and the 
construction found to be in compliance with the construction documents.   

• The special inspector also may have filed a DSA-6 form.   
• For more recent projects the Special Inspector provides an executed DSA-292 

(Special Inspector Verified Report), signed by the Special Inspector.   
All three of these methods are acceptable for project certification except for projects that 
construction has been completed after January 1,2006, the DSA-292 form must be used.   

• DSA-292 for masonry must be signed by a DSA-approved masonry inspector. 
• DSA-292 for shop or field welding must be signed by individuals who are 

AWS/CWI licensed (the seven digit license number must end in a 1 or 3 and the 
expiration date of the license must post-date the signature date) 

• When DSA approves a specific individual (via Form DSA-5) to perform any 
special inspection, that individual must sign the DSA-292 form. 
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4.7.1  DSA-292 - Special Inspection Verified Report - Example 
DSA is specifically looking at the circle information for completeness and accuracy. 
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4.8 DSA-293 (GEOTECHNICAL VERIFIED REPORT) 
Most (but not all) projects require earth work that is monitored by a Geotechnical 
Engineer.   

• For older projects the Geotechnical Engineer would provide a signed affidavit 
(“Customized geotechnical verified report”) to DSA stating that all engineered fill 
tests and inspections have been completed.  

• The Geotechnical Engineer also may have filed a DSA-6 form.  

• For More recent projects the Geotechnical Engineer provides an executed DSA-
293 (Geotechnical Verified Report), signed by the Geotechnical Engineer of 
Record, evidencing all required Engineered fill testing and inspection has been 
completed.   

All three of these methods are acceptable for project certification except for projects that 
construction has been completed after January 1, 2006, the DSA -293 form must be 
used.  

• DSA-293 must be signed by a licensed geotechnical engineer. 
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4.8.1  Customized Narrative Letter Verified Report - Example 
The example below is an acceptable Geotechnical Verified Report that pre-dates the 
standard DSA-293 form. Geotechnical and Engineered Fill reports are equivalent. 
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4.9       DSA-6 (INSPECTOR VERIFIED REPORT)                                                                                  
DSA-6 (CONTRACTOR VERIFIED REPORT)                                                                               
DSA-6A/E (DESIGN PROFESSIONAL VERIFIED REPORT)                 

• The DSA-6 is used by the inspector(s) and each contractor with a prime contract with 
the District to state that construction either does or does not comply with DSA-
approved plans. 

 
• The DSA-6A/E form is used by the architect, structural, mechanical, and/or electrical 

engineers to state that construction either does or does not comply with DSA-
approved plans. 

 
• DSA-6 forms have been used in the past by testing labs or special inspectors instead 

of DSA lab verified reports.  
 
Notes: 1.  Construction Managers are not required to file a DSA-6 unless they are acting 

as general contractors (i.e., they own the contracts and are at risk). 
2. Assistant Inspectors are not required to file a DSA-6 unless requested to do 

so by the DSE. 
3. The DSA-6 submission requirements can differ depending upon the project 

or types of construction 

4.9.1  Required DSA-6 and DSA-6A/E Form Information 
Forms DSA-6 and DSA-6A/E require the following critical information.  If any required 
information is not correctly provided, then the form is rejected by DSA. 

• Application number 
• % Completion 

If less than 100%, remaining work/issues must be clearly and explicitly defined. 
• Project Name 
• Project Scope 
• Total number of Change Orders 

If the number of Change Orders listed on the DSA-6 is different than what has 
been approved, then reconciliation is necessary by reconciliation of change 
orders, submitting a new DSA-6 or both. 

• List Work to be Completed 
 Any qualifying statements must be reviewed by the DSE. 

• Name and Title of person signing the DSA-6 
To determine the correct person has signed the DSA-6, Verify with DSA-1 for the 
design professional, the DSA-5 for the inspector, and the DSA-102 for the 
contractor 

• Signature 
DSA checks to make sure the document is signed by the appropriate person. 

• Date signed 
Change order dates should pre-date the DSA-6 or DSA-6 A/E signature. In 
addition, all Deferred Approvals, Change Orders, Revisions, Addenda, etc. must 
be resolved prior to acceptance. 
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Note: DSE’s have the authority to accept a DSA-6 or DSA-6 A/E as final even if it does 
not meet all of the requirements listed above. 

4.9.2  DSA-6 - Example 
DSA is specifically looking at the circle information for completeness and accuracy 
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4.9.3  DSA 6 A/E - Example 
DSA is specifically looking at the circle information for completeness and accuracy 
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4.10     NOTICE OF COMPLETION (NOC) 
A Notice of Completion (NOC) filed with DSA by the School District/owner is required 
before DSA can issue a certification letter.  If there are multiple contracts, then there 
may be multiple NOC submitted (and multiple NOC dates) 

4.10.1  Acceptable Forms of NOC 
• NOCs can be submitted using: 
• Notice on School District Letterhead 
• Notice filed with County Recorder 

4.10.2  Required information 
The following information is required to be included as part of a “Notice of Completion” 

• School (Project ) name and  Application number 
Identify the project to which the NOC applies 

• Contractor name(s) 
• Completion date 
• Signature of school district representative 

 
Notes:  1. The term “substantially complete” is acceptable, when the NOC is signed by 

the school district representative. 
              2. The AIA notice of substantial completion is not acceptable as a NOC 

because the AIA notice is signed by the architect and not the school district’s 
representative. 
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4.10.3  Notice of Completion - Example 
DSA is specifically looking at the circle information for completeness and accuracy 
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4.11    DSA-102 / CHANGE ORDER / DSA-6 INTERDEPENDENCIES 
Although DSA-102s, Change Orders, and DSA-6s are 
discussed individually in this guide, the acceptability of each is 
dependent upon the others. 
If all documents have been submitted and completed correctly, 
DSA-102s, Change Orders, and DSA-6s can be accepted. 
Unfortunately, the correct submission and completion of 
documents generally does not happen and therefore all or some 
of these documents are rejected on a regular basis. 
The following interdependencies must be analyzed to determine 
if any DSA 102s, Change Orders, or DSA-6s must be rejected: 

• DSA-102(s) should cover all contracts associated with 
the scope being closed. Coverage is determined by 
examining the scope portion of the DSA-102. 

• DSA is required to approve ALL change orders 
associated with each contract.  Determining the 
presence and number of change orders is accomplished by examining the 
number of change orders indicated on the DSA-6 forms versus the number of 
change orders in the file. 

Change 
Orders 

DSA-102s DSA-6s 

• The DSA-6 forms should cover the entire scope being closed and the number of 
change orders approved should be indicated.  

4.12     CHANGE ORDERS 

All change orders incurred during the construction of a project are required to be 
submitted and approved by DSA.  The statutes and regulations governing school 
construction required that all changes to approved construction documents be approved 
by DSA prior to the construction of the changes. Since construction usually proceeds 
faster than a District can obtain full change order approval from their Boards, there exists 
regulations that allow the technical portions of a change order to be submitted and 
approved by DSA prior to the submittal of the final and fully executed change order. This 
method utilizes the FCD (Formerly PCO) process. Unfortunately, there are many 
instances where this process was not followed and there exists change orders that have 
no DSA approval, yet the construction has been completed.  The following information is 
provided about change order review and approval. 

• Upon receipt and review by DSA, DSA produces a Transmittal Memo.  
Therefore, each Change Order should be accompanied by a DSA Transmittal 
Memo indicating the review status and other information.   

• If the technical aspects of a change order have been approved by the FCD 
(formerly PCO) process, then attach a copy of the DSA approved FCD (PCO) to 
the change orders 

• See DSA IR A-6 for a full discussion on the FCD and Change Order process, 
requirements and submittals. 

• All Change Orders must be approved by DSA prior to project certification 
• Change Orders must be consistent with the DSA-102 regarding the contract 

number and contract amount. 
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• The number of change orders submitted and approved must be consistent with the 
Submitted DSA-6s 

• If the change order(s) is not DSA approved then two sets of the change order(s) 
must be submitted to DSA for review and approval (include DSA checked comments 
if the change order(s) had been previously submitted and checked but never 
approved). 

 
4.12.1 Change Order Transmittal Memo - Example 

Each Change Order should be accompanied with a Transmittal Memo stamped 
by the DSE who reviewed and approved it. Verify the Application ID on the 
Transmittal Memo is correct and that the DSE has signed it. 
 

 
Contract 
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4.12.2  Change Order - Example 
Verify the accuracy of the Application ID, Project Name, Change Order number, Original 
Contract Amount, Contractor’s Name, Total Dollar Amount of the Change Order, and 
DSA Approval Stamp with App#, SS initials, and date.  
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4.13     DEFERRED APPROVALS 

A deferred approval represents a portion of the construction that cannot be fully detailed 
on the originally approved drawings because of variations in product design and 
manufacture. Approval of plans for such a portion may be deferred until the material 
suppliers are selected.  All deferred approvals identified during the plan approval phase 
are required to be submitted and approved by DSA.  The statutes and regulations 
governing school construction require that all deferred approvals be approved by DSA 
prior to the construction of the deferred portion. Unfortunately, there are many instances 
where these regulations were not followed and there exists deferred approvals that have 
no DSA approval, yet the construction has been completed.  The following information is 
provided about deferred approval review and approval. 
 
• Upon receipt and review by DSA, DSA produces a Transmittal Memo.  Therefore, 

each Deferred Approval should be accompanied by a DSA Transmittal Memo 
indicating the review status and other information.  

• Required deferred approvals are shown on the DSA approved plans and original 
DSA approval letter. 

• See DSA IR A-19 for a full discussion about required design professional signatures 
on deferred approvals. 

• If the Deferred Approval is not DSA approved then two sets of the Deferred 
Construction Documents (Drawings and supporting data such as calculations, 
manufacturer data, etc…) must be submitted to DSA for review and approval 
(include the DSA check set if the Deferred Approval had been previously submitted 
and checked but never approved). 

• All Deferred approvals must be approved by DSA prior to project certification 
• Types of Deferred Approvals must be consistent with those shown on the DSA 

approved project plans.  If changes to the plans have caused deferred approvals to 
be added or deleted then those plan changes must be approved by DSA. 
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4.13.1  Deferred Approval Transmittal Memo Example 
DSA is specifically looking at the circle information for completeness and accuracy 
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4.14      ADDENDA 

Prior to the award of a construction contract, changes to the DSA approved construction 
documents may be implemented by means of addenda.  All addenda that change the 
DSA approved plans and/or specifications are required to be submitted and approved by 
DSA.  The statutes and regulations governing school construction required that changes 
to approved construction documents be approved by DSA prior to the construction of 
those changes.  Unfortunately, there are many instances where these regulations were 
not followed and there exists addenda that have no DSA approval, yet the construction 
has been completed.  The following information is provided about addenda review and 
approval. 

• Upon receipt and review by DSA, DSA produces a Transmittal Memo.  Therefore, 
each addendum should be accompanied by a DSA Transmittal Memo indicating the 
review status and other information.  

• If the Addendum is not DSA approved then two sets of the addendum (Drawings and 
supporting data such as calculations, manufacturer data, etc…) must be submitted 
to DSA for review and approval (include the DSA check set if the addendum had 
been previously submitted and checked but never approved). 

• All addenda must be prepared, written, and signed, by the architect (or engineer) in 
general responsible charge of the project. 

• Significant addenda (revisions) to the drawings may result in a DSA request for 
additional fees and/or the submittal of a new separate application. 

• All addenda must be approved by DSA prior to project certification 
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4.14.1  Addendum Transmittal Memo - Example 
DSA is specifically looking at the circle information for completeness and accuracy 
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4.15      REVISIONS 

Prior to (or in some cases after) the award of a construction contract, changes to the 
DSA approved construction documents may be implemented by means of revisions.  All 
revisions that change the DSA approved plans and/or specifications are required to be 
submitted and approved by DSA.  The statutes and regulations governing school 
construction required that changes to approved construction documents be approved by 
DSA prior to the construction of those changes.  Unfortunately, there are many instances 
where these regulations were not followed and there exists revisions that have no DSA 
approval, yet the construction has been completed.  The following information is 
provided about revision review and approval. 

• Upon receipt and review by DSA, DSA produces a Transmittal Memo.  
Therefore, each revision should be accompanied by a DSA Transmittal Memo 
indicating the review status and other information.  

• If the Revision is not DSA approved then two sets of the revision (Drawings and 
supporting data such as calculations, manufacturer data, etc…) must be 
submitted to DSA for review and approval (include the DSA check set if the 
Revision had been previously submitted and checked but never approved). 

• All revisions must be prepared, written, and signed, by the architect (or engineer) 
in general responsible charge of the project. 

• Significant revisions to the drawings may result in a DSA request for additional 
fees and/or the submittal of a new separate application. 

• All revisions must be approved by DSA prior to project certification. 
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4.15.1  Revision Transmittal Memo - Example 

DSA is specifically looking at the circle information for completeness and accuracy 
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4.16     FEES 
Education Code Sections 17300 and 81133 and California Administrative Code CCR 
Title 24 Part 1 Sections 4-320 through 4-326 define project fees.  At the conclusion of 
construction, fees may be due to DSA.  In these instances, invoices are generated by 
DSA and fees are paid by the District.  There are three (3) types of invoices generated 
by DSA. 

• Original Project Application Fees (70/30 split) 
• Additional Fees 
• Further Fees 

4.16.1  Original Project Application Fees (70/30 split) 
Although a rare occurrence, Education Code Section 17300(b) allows schools districts 
the option to pay the original project application fees in two installments.  The 
installments are 70% of the SSR (including FLS) fees at time of project submittal and the 
remaining 30 % within 5 days of acceptance of the project construction bid. (70/30)  The 
70/30 Split invoices are generated for the remaining 30% fees, at the time any 
contractors have been awarded a contract.  The status of the payment of this fee is 
examined at project close out and the fee must be paid prior to project certification. 
 

Notes: 1.   This split invoice arrangement only applies to SSR fees – ACS fees 
must be paid in full at the time of application. 

2. When the original DSA Application (DSA-1) is received, the DSA 
cashier invoices the school district for the outstanding 30% and 
notifies them that payment is due once any contractors have been 
awarded a contract. DSA then tags the file “30% outstanding” and/or 
there is a letter requesting payment of “Field Review Fees” in the file. 
(DSA will again invoice the 30% upon receipt of Form 102 if payment 
has not yet been received). 

3. Essential Services (ES) projects may be paid in a 75/25 percent split 

4.16.2  Additional Fees 
California Code of Regulations (CCR), Title 24, Part I, Section 4-317(f) allows DSA to 
invoice for additional fees when the original contract amount of a project exceeds the 
estimated cost of a project by more than 30%. 

• The DSA-1 submitted at the beginning of a project contains an estimated cost 
statement. The architect or engineer in responsible charge of the project is 
required to submit a DSA-102 Contract Information form to DSA as soon as a 
contract has been let. Unfortunately, this is not always done. Additional Fees 
invoices are created when the contract amounts indicated on the DSA-102s are 
30% or more than the estimated cost indicated on the DSA-1. 

• For example, the estimated cost of a DSA Application Number is $1,000,000.00 
($1M) and the DSA 102 form shows $2,000,000.00 ($2M) as the original contract 
amount. Because the original contract amount exceeds the estimated cost by 
more than 30% an Additional Fee invoice must be generated.  

• The status of the payment of this fee is examined at project close out and the fee 
must be paid prior to project certification. 
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Notes: 1.    An Additional Fee invoice can also be triggered by multiple DSA-102 
forms for multiple contracts because the cumulative amount would 
apply. 

2    Additional Fee invoices do not include further fees due to Change 
Orders (see Further Fees below). 

 

4.16.3  Further Fees 
California Code of Regulations (CCR), Title 24, Part I, Sections 4-320 and 324(b) allows 
DSA to invoice for further fees when the actual cost of the project exceeds the estimated 
cost by 5 percent. The Further Fee for such projects shall be based on the difference 
between the estimated cost (including any adjustments for additional fees) and the 
actual cost. 

• For example, the estimated cost is $1,000,000.00 ($1M) and the actual cost (the 
sum of the DSA-102 and Change Orders amounts) is $1,999,998.00. 

o  Multiply the estimated cost by 1.05: 
1,000,000 * 1.05 = 1,050,000 

o The actual cost ($1,999,998.00) is higher than the above calculated 
amount; therefore an invoice for Further Fees must be generated. 

• Further Fees can be triggered by change orders, which increase the actual cost 
of the project.  

• The status of the payment of this fee is examined at project close out and the fee 
must be paid prior to project certification. 

 

 

4.16.4  Fees for Prorated DSA Application Numbers 
The above fee information is focused on typical invoices for projects. However, although 
uncommon, it is possible for a single construction project to have multiple DSA 
Application Numbers, each with its own contracts and change orders. A single project 
with multiple DSA Application Numbers is commonly referred to as having “prorated 
DSA Application Numbers.”  
 
In projects with multiple DSA Application Numbers, each DSA Application Number must 
be evaluated separately from the others in order to accurately calculate fees. DSA is not 
responsible for prorating contract amounts. A complete proration (breakout) must be 
submitted by the architect and reported on the DSA-102s and Change Orders. 
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4.16.5  Unpaid Invoice - Example 
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4.16.6  Paid Invoice - Example 
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SECTION 5 -  RESOLUTIONS AND STRATEGIES FOR PROJECT 
CERTIFICATION 

 
5.1 GENERAL DISCUSSION 

Project certification is most readily obtained immediately following substantial completion 
of the construction.  The more time that passes, the more complicated, complex and 
problematic certification becomes.  As time passes, people involved in the process 
change employment, retire, die or just disappear.  Documents become lost, discarded, 
misfiled or otherwise unobtainable.   
 
Project certification is about document control.  Project testing and inspection along with 
the resulting documentation as well as other required documentation must be 
established prior to construction and collected during construction.  Documents must be 
gathered and signed by responsible parties before those persons are no longer able to 
be found. As a backup, copies of documents must be kept by responsible parties (at 
least until project certification).  Documents must be submitted to DSA, appropriately 
reviewed/approved, their existence and status accurately recorded and then correctly 
filed.  Any breakdown in document control leads to uncertified projects. 
 
Project certification for projects that have been previously closed without certification can 
be an arduous task.  It takes good old fashion hard work.  A person must be willing to dig 
through old records, boxes of files, make many phone calls, track down people, write 
letters, attend meetings, discover and resolve issues and in some cases cause 
additional testing, inspections and maybe even construction.   
 
This section provides strategies for resolutions to problems encountered during the 
certification of old projects.  Not all problems and resulting strategies are able to be 
identified and not all those identified are applicable to each project.  All projects are 
unique and unique issues and strategies are expected to be encountered.  Since many 
resolutions result in the need to submit alternate documentation to DSA., it may be 
instructional to read the above Section 1.6.2. 
 

5.2 BEST PRACTICES 
Some projects are very straight forward and easy to certify.  While some effort may be 
required to collect all the documentation, once collected and submitted; the certification 
process proceeds rapidly and smoothly.  These projects usually have the following in 
common: 

• Archived (DSA or District archives) plans and documents are available for 
review. 

• The project has DSA approved plans and specifications (DSA approval of plans 
letter has been issued) 

• All construction has been completed in compliance with the approved 
construction documents 

• All revisions, addenda, deferred approvals, and change orders have been 
approved by DSA 

•  Project inspector and design professionals have signed 100% verified reports 
(DSA-6) 
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• All required tests and inspections have been completed with the necessary 
reports available 

• All DSA field trip note issues are resolved (if exist). 
• All fees owed DSA are paid. 
 

5.3 SCHOOL DISTRICT PARTICIPATION  
For projects that have been closed without certification and are to be re-examined for 
certification; the school district should be prepared to do the following: 

• Hire persons experienced in DSA project closeout (employees and/or 
consultants) 

• Work as a team with DSA to resolve issues. 
• Provide approved plans (and other documents) if DSA archive record set and/or 

archive files are not available. 
• Complete construction and/or otherwise resolve construction deficiencies/scope. 
• Hire new project and/or special inspector as necessary. 
• Hire design professionals as necessary to resolve issues 
• Hire a DSA approved Laboratory to perform tests (destructive and/or non-

destructive). 
• Pay additional fees due DSA.  

 
5.4 DETERMINING PROJECT CERTIFICATION STATUS 

The certification status of projects in each individual school district should be determined 
such that each district develops a list of their projects that are not DSA certified.  The 
certification status is best determined from the DSA Web Site (See Appendix A) 
If the information is not obtainable from the web site then contact the DGS regional office 
and request a Tracker list of uncertified projects be generated for that specific school 
district. 
 

5.5 OBTAINING PROJECT DOCUMENTS AND INFORMATION  
After determination that a project is not DSA certified, the reasons for the lack of 
certification need to be determined, information gathered and certain documents must 
be obtained. Information and documents are usually obtained from a variety of sources. 
These sources include: 

• DSA 
• School District 
• Design Professionals 
• Inspectors 
• Testing Laboratories 
• Construction Managers 
• Contractors 
 

5.5.1  Obtaining Documents from DSA 
DSA typically has information and documents that may be of value in pursuing project 
certification. See also Section 3 for information about contacting DSA. 
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A search is only to be requested if it is absolutely known the missing document(s) has 
been submitted to DSA and no other copy of the document can be located anywhere.  
 

• Closing Letter.  For projects that are uncertified, the DSA closing letter lists 
those documents that are missing and/or issues that are not resolved.  The 
closing letter may be requested from DSA (see “Contacting DSA,” Section 3.1.1). 

• Project plans and specifications may be obtained by making a request to 
retrieve them from DSA archives (see “Contacting DSA,” Section 3.1.3).  The 
plans and specifications can be viewed at the regional office locations.  They 
cannot leave the custody of DSA except by a licensed, bonded reprographic 
company for copying 

• DSA project files may be obtained by making a request to retrieve them from 
DSA archives (see “Contacting DSA,” Section 3.1.3).  The project files can be 
viewed at the regional office locations.  They cannot leave the custody of DSA 
except by a licensed, bonded reprographic company for copying.  The project 
files are split into “Red Files” and “Black Files”.  See Appendix C for more 
discussion about DSA files and the organization of the documents in the files  

• History Cards.  For projects where the certification (or lack thereof) is not clear, 
especially for projects prior to the year 1998, DSA keeps project history cards 
and/or closing letter binders.  For single project requests, DSA may search these 
cards and binders and send the information via fax or e-mail.  For multiple 
projects or district wide projects, DSA may require the search be made by the 
requesting party and make the cards and binders available (at the regional office 
locations).  Contact the regional office for the request (see “Contacting DSA,” 
Section 3.1.1). 

• Document Required List.  There may exist (newer projects) an electronic 
document required list.  This list specifies the documents required for a specific 
project to be certified.  This document required list is found on our web site (See 
Appendix A). 

• DSA Information Management System.  Some project documents have been 
scanned and uploaded into the DSA IMS. Since the IMS is part of the DGS 
computer network, only DSA employees have access into the IMS.  For 
documents that are known to be previously submitted to DSA but are “missing” a 
search of the IMS may be requested. (See “Contacting DSA,” Section 3.1.3). 
 

5.5.2  Obtaining Documents from Others 
Missing documents and/or alternate documents are frequently found in the files of other 
parties involved in the design, construction, testing and inspection.  Search of the files of 
the district, design professionals, inspectors, testing laboratories, construction managers 
and contractors should be made in an effort to locate documents. 
 

5.6    PROJECT CONSTRUCTION SCOPE NOT COMPLETED 
            Sometimes, the cause of projects to be close without certification is incomplete 

construction of required scope.  All project scope required to comply with codes and 
regulations must be complete in order to certify the construction.  Incomplete scope 
could involve the following: 

• Accessible Restrooms 
• Accessible features (ramps, handrails, signs, parking, doors, thresholds, etc…) 
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• Fire Life Safety Features (alarms, sprinklers, devices, gates, etc…) 
• Structural components (rare but does occur at times) 

 
5.6.1  Completion of Scope 

There are various ways project scope can be completed: 
• If not more than 4 years, from the time of DSA original approval of the project, 

has passed; the project scope may be completed under the original application 
number. 

• Submit the incomplete work to DSA as a “new project” under a new application 
number.  DSA will then link this new application number with the old, uncertified 
application number and, when all work is complete and all issues resolved, certify 
both projects together. 

• Include the incomplete work as part of a new, different project occurring on the 
campus.  The New DSA application will then include this old, incomplete work as 
part of the required scope of the new project. DSA will then link this new 
application number with the old, uncertified application number and, when all 
work is complete and all issues resolved, certify both projects together.  DSA will 
not continue this linking beyond two projects (in this case the district will need to 
complete the work as a specific project under an application for which the scope 
is limited to the incomplete work). 

 
5.7       CONSTRUCTION DEFICIENCIES  

Sometimes, the cause of projects to be close without certification is construction that 
does not comply with the DSA approved construction documentation or otherwise 
identified as non-compliant.  Resolving the issues could include the following: 

• Submit documentation to DSA to show the construction is compliant with the 
applicable codes and/or regulations.  Documents may present alternate methods 
and materials (as allowed by code) and may include calculations, drawings, 
research papers, professional papers, testing data, manufacturer literature and/or 
other documents necessary to present and justify the as-built condition is 
appropriate.  

• Re-construct the deficient/non-compliant construction under the original 
application number. 

• Submit the deficient/non-compliant work to DSA as a “new project” under a new 
application number.  DSA will then link this new application number with the old, 
uncertified application number and, when all work is complete and all issues 
resolved, certify both projects together. 

• Include the deficient/non-compliant work as part of a new, different project 
occurring on the campus.  The New DSA application will then include this old, 
incomplete work as part of the required scope of the new project. DSA will then 
link this new application number with the old, uncertified application number and, 
when all work is complete and all issues resolved, certify both projects together.  
DSA will not continue this linking beyond two projects. 

 
5.8       MISSING DSA-102 (CONTRACT INFORMATION) 

(See Sections 4.4.5 and 4.11 for discussion about the form). 
If the DSA-102 is missing then a new form must be submitted to DSA 
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• The form is required to be signed by the design professional in responsible 
charge of the project.  If that person is not able to sign the form then DSA will 
accept a letter from the district superintendent stating that “efforts to have form 
DSA-102 signed by the design professional in responsible charge have been 
made and exhausted and therefore, as a reasonable alternate, the district 
superintendent is signing the form”.  DSA will then accept the form with the 
signature of the district superintendent. 

 
5.9 MISSING OR INCOMPLETE DSA-291 (LABORATORY VERIFIED REPORT) -  

MISSING TESTING: 
(See Section 4.6 for discussion about the form). 
If the DSA-291 is missing and/or there are missing tests then a new form must be 
submitted and/or additional tests that must take place and/or alternate methods must be 
presented to and approved by DSA. 

• DSA will accept an affidavit (“Customized lab verified report”), signed by the lab 
manager, stating that all required testing has been completed (only for projects 
that construction has been completed prior to January 1, 2006.  Otherwise use 
Form DSA-291). 

• DSA will accept a DSA-6 form signed by the lab manager stating that all required 
testing has been completed (only for projects that construction has been 
completed prior to January 1, 2006.  Otherwise use Form DSA-291). 

• If the laboratory engineer is refusing to provide a signed DSA-291, then contact 
the DSA Regional Office Supervisor for the Field Unit (see Section 3.1.4).  DSA 
may be able to assist by ordering the laboratory to issue the form.  

• Submit evidence all testing has been performed and the materials/construction 
was found to be in compliance with the construction documents. With such 
evidence, DSA can make the reasonable conclusion that if it were possible, the 
laboratory engineer would sign a DSA-291 form.  The evidence must include: 

o A letter from the district superintendent stating that “efforts to have form 
DSA-291 signed by the laboratory engineer, in charge of the laboratory 
responsible for project testing have been made and exhausted”. 

o  Laboratory tests and their results. 
o  Proof that the tests submitted included all the required testing for the   

project.  Such proof could be a comparison between the submitted 
documentation and the project approved T& I sheet or a statement from 
the design professional that describes the construction, the materials 
used, all code required testing and comparison of the submitted 
documentation with the code required testing. 

• Perform in-situ tests for some or all the testing missing.  After which, submit the 
DSA-291 form. 

• Develop a testing program for the missing tests.  The program must involve the 
following components: 

o The program must be developed by a California licensed Architect and/or 
Structural Engineer. 

o The program must be presented to and approved by DSA 
o The Testing Laboratory involved in the program must be LEA (DSA) 

approved. 
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o The Laboratory Manager for the Testing Laboratory involved in the 
program must file a DSA-291 at the conclusion of the program testing. 

o The person who developed the program must file a DSA-6A/E 
specifically stating the testing was conducted in accordance with the DSA 
approved program. 

• Submit documentation to DSA to show the identified tests are not necessary in 
order to provide proof that the materials used and/or construction were 
reasonably compliant with the applicable codes and/or regulations. Acceptance 
by DSA will be predicated on many factors including project type, construction 
type, material type, other project documentation, structural significance, 
life/safety hazards, professional judgment, and professional experiences.  The 
Documents presented must be prepare by a California licensed Architect or 
Structural Engineer and must include written narrative.  These documents may 
include: 

o Evidence the materials did not occur in the construction and therefore the 
testing was not required 

o Alternate methods (as allowed by code) which may be comprised of 
calculations, drawings, research papers, professional papers, testing 
data, manufacturer literature and/or other documents necessary to 
present and justify the as-built condition is appropriate.  

o Structural Calculations showing capacity versus demand stress levels 
are very low (1/2 stress).  This is very problematic for DSA to accept and 
is very much tied into structural significance and/or potential structural 
hazard present. 

• If testing was performed by a Laboratory that was not LEA (DSA) approved then 
DSA will not accept a verified lab report from that lab.  One resolution to this 
issue is for the district to hire a LEA (DSA) approved Laboratory (assuming 
Laboratory) to review the non-approved lab records, project records, test results 
and any other documentation necessary to determine all testing required for the 
project was completed and the testing results show the tested materials were in 
compliance with the approved construction documents.  The assuming laboratory 
may need to perform additional tests and/or inspections to reach such a 
conclusion.  Upon reaching the said conclusion, the assuming laboratory shall 
than submit a fully executed DSA-291 form 

 
5.10 MISSING OR INCOMPLETE DSA-292 (SPECIAL INSPECTOR VERIFIED REPORT) -  

MISSING SPECIAL INSPECTIONS 
(See Section 4.7 for discussion about the form). 
If the DSA-292 is missing and/or there are missing special inspections then a new form 
must be submitted and/or additional inspections that must take place and/or alternate 
methods must be presented to and approved by DSA. 
 

• DSA will accept an affidavit (“Customized special inspection verified report”), 
signed by the special inspector, stating that the specifically listed required special 
inspection has been completed and the construction found to be in compliance 
with the construction documents (only for projects that construction has been 
completed prior to January 1, 2006.  Otherwise use Form DSA-292). 

• DSA will accept a DSA-6 form signed by the special inspector, stating that the 
specifically listed required special inspection has been completed and the 

October 22, 2008  Page 48 of 81 



Division of the State Architect  Project Certification Guide 

construction found to be in compliance with the construction documents (only for 
projects that construction has been completed prior to January 1, 2006.  
Otherwise use Form DSA-292) 

• If the special inspector is refusing to provide a signed DSA-292, then contact the 
DSA Regional Office Supervisor for the Field Unit (see Section 3.1.4).  DSA may 
be able to assist by ordering the special inspector to issue the form.  

• Submit evidence the special inspection(s) has been performed and the 
materials/construction was found to be in compliance with the construction 
documents. With such evidence, DSA can make the reasonable conclusion that, 
if it were possible, the special inspector would sign a DSA-292 form.  The 
evidence must include: 

o A letter from the district superintendent stating that “efforts to have form 
DSA-292 signed by the special inspector have been made and 
exhausted”. 

o  Daily special inspection logs and/or reports showing the inspections, the 
results and a time comparison correlation that makes it reasonable to 
assume the logs/reports cover the entire period that encompassed the 
construction that required the special inspection(s). 

• If  the Special Inspector cannot be located and was employed (by contract or 
direct employee) by a LEA (DSA approved laboratory then DSA may consider 
the special inspection work to have been performed under the direct supervision 
of a California Licensed Civil Engineer (the laboratory managing civil engineer) 
and therefore will accept a letter (stamped and signed) from that Civil Engineer 
(the laboratory managing civil engineer) that states the following: 

o “Efforts to have form DSA-292 signed by the special inspector (list the 
person) have been made and exhausted”. 

o “I (the Civil Engineer) certify under penalty of perjury that the special 
inspections (list what inspections) were performed under my direct 
supervision, I am sufficiently experienced in the technical aspects of the 
subject inspections to provide professional engineering opinions on the 
subject, and that I have reviewed the special inspection records and find 
that the special inspections were properly executed and the inspected 
construction complies with the approved construction documents.” 

o The letter must include, as attachments, the inspection records that were 
reviewed. 

• Develop an inspection program for the missing inspections.  The program must 
involve the following components: 

o The program must be developed by a California licensed Architect and/or 
Structural Engineer. 

o The program must be presented to and approved by DSA 
o The inspector involved in the program must be DSA approved. 
o The inspector involved in the program must file a DSA-292 at the 

conclusion of the program inspections. 
o The person who developed the program must file a DSA-6A/E 

specifically stating the inspection was conducted in accordance with the 
DSA approved program. 
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• Submit documentation to DSA to show the identified inspections are not 
necessary in order to provide proof that the materials used and construction were 
reasonably compliant with the applicable codes and/or regulations. Acceptance 
by DSA will be predicated on many factors including project type, construction 
type, material type, other project documentation, structural significance, 
life/safety hazards, professional judgment, and professional experiences.  The 
Documents presented must be prepare by a California licensed Architect or 
Structural Engineer and must include written narrative.  These documents may 
include: 

o Evidence the construction identified as requiring a special inspection did 
not occur and therefore the special inspection was not required 

o Alternate methods (as allowed by code) which may be comprised of 
calculations, drawings, research papers, professional papers, testing 
data, manufacturer literature and/or other documents necessary to 
present and justify the as-built condition is appropriate.  

o Structural Calculations showing capacity versus demand stress levels 
are very low (1/2 stress).  This is very problematic for DSA to accept and 
is very much tied into structural significance and/or potential structural 
hazard present. 

 
5.11     MISSING OR INCOMPLETE DSA-293 (GEOTECHNICAL VERIFIED REPORT) 

(See Section 4.8 for discussion about the form). 
If the DSA-293 is missing and/or there are missing geotechnical tests and inspections 
then a new form must be submitted and/or additional tests/inspections must take place 
and/or alternate methods must be presented to and approved by DSA. 

• DSA will accept an affidavit (“Customized special inspection verified report”), 
signed by the Geotechnical Engineer of Record, stating that all engineered fill 
tests and inspections have been completed (only for projects that construction 
has been completed prior to January 1, 2006.  Otherwise use Form DSA-293). 

• DSA will accept a DSA-6 form signed by the Geotechnical Engineer of Record, 
stating that all engineered fill tests and inspections have been completed (only 
for projects that construction has been completed prior to January 1, 2006.  
Otherwise use Form DSA-293). 

• If the geotechnical engineer is refusing to provide a signed DSA-293, then 
contact the DSA Regional Office Supervisor for the Field Unit (see Section 3.1.4).  
DSA may be able to assist by ordering the geotechnical engineer to issue the 
form.  

• Retain the services of a California licensed geotechnical engineer to review all 
geotechnical documents, tests and test results in conjunction with a submittal of 
evidence the geotechnical tests and inspections have been performed and the 
materials/construction was found to be in compliance with the project 
geotechnical report and approved construction documents.  Documents 
submitted to DSA must then include: 

o A letter from the district superintendent stating that “efforts to have form 
DSA-293 signed by the geotechnical engineer or record have been made 
and exhausted”. And therefore another geotechnical engineer has been 
retained. 
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o  A letter from the replacement geotechnical engineer stating that, in 
his/her professional opinion, based on thorough review of all documents, 
all required geotechnical tests and inspections were performed and the 
results indicate the soils were prepared in accordance with 
recommendations of the project geotechnical report and the DSA 
approved construction documents. 

o  Daily geotechnical inspection logs showing the inspections, the results 
and a time comparison correlation that makes it reasonable to assume 
the logs cover the entire period that encompassed the construction that 
required the geotechnical inspections. 

o Laboratory tests and their results. 
• Develop an inspection and testing program for the missing geotechnical tests 

and inspections.  The program must involve the following components: 
o The program must be developed by a California licensed Geotechnical 

Engineer. 
o The program must be presented to and approved by DSA 
o The geotechnical Engineer, laboratory and inspector involved in the 

program must be DSA approved. 
o The Geotechnical Engineer involved with the program must file a DSA-

293 at the conclusion of the program  
• Submit documentation to DSA to show geotechnical tests and inspections 

(engineered fill) were not necessary and the earthwork constructed was 
reasonably compliant with the applicable codes and/or regulations. Acceptance 
by DSA will be predicated on many factors including project type, construction 
type, soil type, other project documentation, structural significance, geotechnical 
hazards, professional judgment, and professional experiences.  The Documents 
presented must be prepare by a California geotechnical engineer and must 
include written narrative. 

 
5.12     MISSING OR INCOMPLETE DSA-6, DSA-6A/E (VERIFIED REPORTS) 

(See Sections 4.9 and 4.11 for general discussion about the forms). 
If DSA form 6 for inspectors, contractors and/or design professionals are missing, 
incomplete or not listed at construction 100% complete; the following resolutions may be 
pursued: 
 

5.12.1  DSA-6 (Project Inspector) 
The DSA-6 for the project inspector is one of the most important close-out documents.  
With this document missing or incomplete, certification of the project becomes complex.  
Here are some possible resolutions that can be pursued. 

• If the inspector is refusing to provide a signed DSA-6, then contact the DSA 
Regional Office Supervisor for the Field Unit (see Section 3.1.4).  DSA can order 
the inspector to submit the form.  

• District hire a California licensed Architect and/or Structural engineer to produce 
and submit a report that provides reasonable evidence appropriate inspections 
have been performed and that based on their research, document review and 
professional judgment; the materials and construction were found to be in 
essential compliance with the approved construction documents and applicable 
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building codes. With such evidence, DSA can make the reasonable conclusion 
that, if it were possible, the project inspector would sign a DSA-6 form. 
Acceptance of this alternative by DSA will be predicated on many factors 
including project type, construction type, material type, other project 
documentation, structural significance, life/safety hazards, professional judgment, 
and professional experiences. The evidence and report must  include: 

o A letter from the district superintendent stating that “efforts to have form 
DSA-6 signed by the project inspector have been made and exhausted”. 

o Written concurrence by DSA that this alternative is acceptable for the 
subject project. 

o  Daily special inspection logs, semi-monthly reports or quarterly reports 
showing the inspector was present at the site, performing inspections, 
the inspection results and a time comparison correlation that makes it 
reasonable to assume the logs and/or reports cover the entire 
construction period.  

o DSA field trip notes (if exist) 
o A DSA-6 signed by the Architect and/or Structural Engineering preparing 

the report stating that based on their research, document review and 
professional judgment the materials and construction were found to be in 
essential compliance with the approved construction documents and 
applicable building codes (Structural, Fire Life Safety and Accessibility) in 
effect at the time of the construction. 

• Develop a post construction inspection program.  The program must involve the 
following components: 

o The program must be developed by a California licensed Architect and/or 
Structural Engineer. 

o The program must be presented to and approved by DSA 
o The inspector involved in the program must be DSA approved. 
o The inspector involved in the program must file a DSA-6 at the 

conclusion of the program inspections. 
o The person who developed the program must file a DSA-6A/E 

specifically stating the inspection was conducted in accordance with the 
DSA approved program. 

• For a DSA-6 showing construction less than 100% complete: 
o DSA will accept and approve as long as the outstanding issues listed in 

the form are resolved and the resolutions do not require the inspector to 
verify any as-built conditions 

o District hire a new DSA approved inspector to finish inspecting/verifying 
the outstanding issues and then submit a DSA-6 covering the final work. 

 
5.12.2  DSA-6 (Contractor(s)) 

In many instances it is not possible for the district to obtain a DSA-6 from all the 
contractors.  The value of a DSA-6 from contractors is questionable and in the opinion of 
many persons involved in the process adds no safety to the process.  Therefore, DSA 
will accept the following alternate document: 

• A letter from the district superintendent stating: 
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o Efforts to have form DSA-6 signed by the project contractor(s) have been 
made and exhausted.  

o Construction is 100% complete and, to the best knowledge of the district, 
has been constructed in full compliance with the DSA approved 
construction documents. 

o All scope shown in the DSA approved construction documents has been 
constructed.  If not all scope has been constructed then the letter should 
provide a list of those items not constructed and state that except as 
listed, all scope shown in the DSA approved construction documents has 
been constructed. 

 
5.12.3  DSA-6A/E (Design professionals) 

The DSA-6 A/E for the design professionals involved in the project is an important form. 
The level of their involvement determines potential resolutions if the form is missing: 

 
5.12.3.1  Design professional in responsible charge 

• This is the person listed on the DSA-1 project application as the person 
responsible for the preparation of the plans and specifications and observations 
of construction.  Usually this is the project Architect, but is sometimes listed as a 
Structural Engineer, Mechanical Engineer or Electrical Engineer. 

• Alternate resolution to missing or incomplete form DSA 6A/E may be for the 
District to hire a California licensed Architect or Structural engineer to produce 
and submit a report that provides reasonable evidence that based on their 
research, document review, site visits and professional judgment; the materials 
and construction were found to be in essential compliance with the approved 
construction documents and applicable building codes (Structural, Fire Life 
Safety and Accessibility). With such evidence, DSA can make the reasonable 
conclusion that, if it were possible, the original design professional in responsible 
charge would sign a DSA-6A/E form. The evidence and report must  include: 

o A letter from the district superintendent stating that “efforts to have form 
DSA-6A/E signed by the original design professional in responsible 
charge have been made and exhausted”. 

o DSA forms 291,292,293 and 6 as applicable (or alternates as discussed 
in this document) 

o DSA field trip notes (if exist) 
o DSA-108 (see Section 4.3) 
o A DSA-6A/E signed by the Architect or Structural Engineering preparing 

the report stating that based on their research, document review, site 
visits and professional judgment the materials and construction were 
found to be in essential compliance with the approved construction 
documents and applicable building codes in effect at the time of the 
construction. 

 
5.12.3.2  Other Design Professionals  

• These are the design professionals listed on the DSA-1 project application that 
have been delegated the responsibility for the preparation of specific portions of 
the plans and specifications and observations of construction.  Usually these 
design professionals are the Structural Engineer, Mechanical Engineer, Electrical 
Engineer (and sometimes Architects). 
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• Alternate resolution to missing or incomplete DSA-6A/E may be comprised of the 
following: 
o A letter from the district superintendent stating that “efforts to have the    

DSA-6A/E form(s) signed by the specific design professional(s) have been 
made and exhausted”  

o A DSA-6A/E (or alternate as described above) from the design Professional 
in responsible charge. The DSA-6A/E must include a statement (or attaches 
a letter that states) based on their research, document review, site visits and 
professional judgment the materials and construction for those portions of the 
project (actually list the portion) delegated to other design professionals 
(actually list the design professional) were found to be in essential 
compliance with the DSA approved construction documents and applicable 
building codes in effect at the time of the construction. 

 
5.13      MISSING NOTICE OF COMPLETION (NOC) 

(See Section 4.10 for discussion about the form). 
If the notice of completion is missing then the notice must be submitted.  DSA will accept 
one notice of completion for the entire project or separate notices of completion for each 
separate prime contract for the project.  DSA will accept the NOC in either of the 
following formats: 

• Notice on School District Letterhead (signed by School District Assistant 
Superintendent of Business Services) 

• Notice filed with County Recorder 
 

5.14     MISSING APPROVED CHANGE ORDERS 
(See Sections 4.12 and 4.11 for discussion about change orders). 
If DSA approved change orders are missing then the following resolutions may be 
pursued: 

• Submit the change orders for DSA review and approval 
o Since project certification requires approved change orders and since DSA 

requires a complete package to re-open closed projects; DSA will accept, 
review and approve missing change orders prior to re-opening a closed 
project 

o If the change orders show noncompliance with the codes in effect at the time 
of the original plan approval, then the change orders will need to be revised 
which, could result in mitigating construction and/or additional DSA-6 
submittals. 

• For change orders that do not change the contract cost and that do not contain 
Structural, Fire Life Safety and/or Accessibility issues DSA will accept the 
following as an alternate to the change order submittal: 
o A letter from the design professional in responsible charge of the project that 

includes the change order number, the name of the contractor involved, a 
description of the changes, and a statement that the change order does not 
change the contract cost does not contain Structural, Fire Life Safety and/or 
Accessibility issues. 

• For change orders that have DSA approval but DSA records and/or DSA Tracker 
does not show the approval: 
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o Submit a copy of the approved change order to DSA along with a letter 
explaining the issue and a request for DSA to correct their records.  
(Approved change orders are stamped with a DSA approval stamp).  

• For change orders that are shown as existing but in fact never occurred.  There 
may be cases where a change order is shown in the DSA Tracker but in fact 
never existed and is just a data entry error.  There may also be cases where the 
wrong number of change orders are shown on one of the DSA-6 forms: 
o Submit a letter signed by both the design professional in responsible charge 

of the project and the district superintendent attesting that the change order 
never occurred and any records showing the existence of the change order 
are in error. 

 
 

5.15      MISSING APPROVED DEFERRED APPROVAL 
(See Section 4.13 for discussion about deferred approvals). 
If DSA approved deferred approvals are missing then the following resolutions may be 
pursued: 

• Submit the deferred approvals for DSA review and approval 
o Since project certification requires approved deferred approvals and since 

DSA requires a complete package to re-open closed projects; DSA will 
accept, review and approve missing deferred approvals prior to re-opening a 
closed project 

o If the deferred approvals show noncompliance with the codes in effect at the 
time of the original plan approval, then the deferred approval submittals will 
need to be revised which, could result in mitigating construction and/or 
additional DSA-6 submittals. 

• For deferred approvals that have DSA approval but DSA records and/or DSA 
Tracker does not show the approval: 
o Submit a copy of the deferred approval to DSA along with a letter explaining 

the issue and a request for DSA to correct their records.  (Approved deferred 
approvals are stamped with a DSA approval stamp).  

• For deferred approvals that are shown as required but in fact never occurred.  
There may be cases where a deferred approval is shown in the DSA records 
and/or on the approved plans that in fact was not actually required due to 
changes in the construction that eliminated the scope that required deferred 
approval or due to some error.  If this is the case then: 
o For projects that change in scope eliminated the need for deferred approval:  

Submit proof to DSA that the change in project scope eliminated the need for 
the deferred approval (in this case, DSA must approve the change in project 
scope) 

o For projects that records, indicating deferred approval, are in error: Submit a 
letter signed by the design professional in responsible charge of the project 
attesting that the need for the deferred approval never occurred and any 
records showing the existence of the change order are in error.  DSA may 
require additional verification in the form of a copy of the approved plans. 
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5.16      MISSING APPROVED ADDENDA 
(See Section 4.14 for discussion about addenda). 
If DSA approved addenda are missing then the following resolutions may be pursued: 

• Submit the addenda for DSA review and approval 
o Since project certification requires approved addenda and since DSA 

requires a complete package to re-open closed projects; DSA will accept, 
review and approve missing addenda prior to re-opening a closed project. 

o If the addenda show substantial modifications to the approved plans 
(Reviewing the addenda is estimated to take four or more hours) then DSA 
may charge, based on the estimated number of hours, to review the 
addenda, and be paid additional fees prior to performing the work. 

o If the addenda show noncompliance with the codes in effect at the time of 
the original plan approval, then the addenda will need to be revised which, 
could result in mitigating construction and/or additional DSA-6 submittals. 

• For addenda that do not contain Structural, Fire Life Safety and/or Accessibility 
issues, DSA will accept the following as an alternate to the addenda submittal: 
o A letter from the design professional in responsible charge of the project that 

includes the addendum number, a description of the addendum, and a 
statement that the addendum does not contain Structural, Fire Life Safety 
and/or Accessibility issues. 

• For addenda that have DSA approval but DSA records and/or DSA Tracker does 
not show the approval: 
o Submit a copy of the approved addenda to DSA along with a letter explaining 

the issue and a request for DSA to correct their records.  (Approved addenda 
are stamped with a DSA approval stamp).  

• For addenda that are shown as existing but in fact never occurred.  There may 
be cases where an addendum is shown in the DSA Tracker but in fact never 
existed and is just a data entry error: 
o Submit a letter signed by the design professional in responsible charge of the 

project attesting that the addendum never occurred and any records showing 
the existence of the addendum are in error. 

 
5.17     MISSING APPROVED REVISIONS 

(See Section 4.15 for discussion about revisions). 
If DSA approved revisions are missing then the following resolutions may be pursued: 

• Submit the revision for DSA review and approval 
o Since project certification requires approved revisions and since DSA 

requires a complete package to re-open closed projects; DSA will accept, 
review and approve missing revisions prior to re-opening a closed project. 

o If the revisions show substantial modifications to the approved plans 
(Reviewing the revisions is estimated to take four or more hours) then DSA 
may charge, based on the estimated number of hours, to review the 
revisions, and be paid additional fees prior to performing the work. 

o If the revisions show noncompliance with the codes in effect at the time of 
the original plan approval, then the revisions will need to be revised which, 
could result in mitigating construction and/or additional DSA-6 submittals. 
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• For revisions that do not contain Structural, Fire Life Safety and/or Accessibility 
issues, DSA will accept the following as an alternate to the revision submittal: 
o A letter from the design professional in responsible charge of the project that 

includes the revision number, a description of the revision, and a statement 
that the revision does not contain Structural, Fire Life Safety and/or 
Accessibility issues. 

• For revisions that have DSA approval but DSA records and/or DSA Tracker does 
not show the approval: 
o Submit a copy of the approved revision to DSA along with a letter explaining 

the issue and a request for DSA to correct their records.  (Approved revisions 
are stamped with a DSA approval stamp).  

• For revisions that are shown as existing but in fact never occurred.  There may 
be cases where an addendum is shown in the DSA Tracker but in fact never 
existed and is just a data entry error: 
o Submit a letter signed by the design professional in responsible charge of the 

project attesting that the revision never occurred and any records showing 
the existence of the addendum are in error. 

 
5.18     MISSING FEES 

(See Section 4.16 for discussion about fees). 
All fees due to DSA shall be paid in full prior to project certification.  There are no known 
exceptions 

 
5.19     VOIDED AND/OR CANCELLED APPLICATIONS (PROJECTS) 

(See Sections 1.6.5 and 1.6.6 for discussion about cancelled and voided projects). 
For projects that which the DSA application number has been voided and yet the project 
was constructed (clear violation of the education code) the following resolutions may be 
pursued: 
 

5.19.1  The project was approved by DSA prior to the cancellation or voiding, and 
construction started within 4 years of DSA project approval: 
• DSA will reinstate the application number (rescind the cancellation/voidance) and 

start project closeout upon receipt of the following: 
o Written request from the district superintendent requesting reinstatement of 

the application. 
o Submitted proof (signed contracts with contractors or other appropriate 

documentation) that construction started (contracts signed) within the time 
frames stated above 

o Fees repaying DSA reimbursement (if occurred) to the district when the 
application number was cancelled or voided. 

 
5.19.2  The project was approved by DSA prior to the cancellation or voiding, and 

construction started after 4 years of DSA project approval: 

Unfortunately, DSA cannot reinstate the cancelled or voided application   Instead the 
following actions may occur.  
• A new DSA application is required. 
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• Option 1:  The project construction documents must comply with the current 
codes in effect at the time the new application is submitted (or use the other 
option listed below): 
o The new DSA approved plans can be compared with the original plans used 

for construction.  If there are no changes that require mitigating construction 
(reconstruction) then the project inspector may file DSA-6 and other 
documents required for certification may be filed.  If there are changes that 
require mitigating construction (re-construction) then the project inspector 
needs to inspect that construction for conformance prior to completing the 
DSA-6 and, after the mitigating construction is complete, other documents 
required for certification may be completed and filed with DSA.  DSA will 
initiate closeout efforts at the appropriate time. 

• Option 2:  The project can be submitted to DSA as “rehabilitation of 
nonconforming building for school use”.  This option requires a meeting with DSA 
prior to submittal and has specific submittal and design criteria.  DSA web site 
has information under “publications” tab that explains the process.  While the 
processes outlined in the publication is correct, the structural technical 
requirements must comply with 2007 CBC chapter 34 instead of the 2001 CBC 
requirements shown in the publication.  

 
5.19.3  The project was never approved by DSA prior to the application cancellation or 

voidance. 

Unfortunately, if more than 4 years has passed since the original project submittal or a 
new code has been adopted since the project was first submitted, then DSA cannot 
reinstate the cancelled or voided application instead the following actions may occur. 

• A new DSA application is required. 
• Option 1:  The project construction documents must comply with the current 

codes in effect at the time the new application is submitted (or use the other 
option listed below): 
o The new DSA approved plans can be compared with the original plans used 

for construction.  If there are no changes that require mitigating construction 
(reconstruction) then the project inspector may file DSA-6 and other 
documents required for certification may be filed.  If there are changes that 
require mitigating construction (re-construction) then the project inspector 
needs to inspect that construction for conformance prior to completing the 
DSA-6 and, after the mitigating construction is complete, other documents 
required for certification may be completed and filed with DSA.  DSA will 
initiate closeout efforts at the appropriate time. 

• Option 2:  The project can be submitted to DSA as “rehabilitation of 
nonconforming building for school use”.  This option requires a meeting with DSA 
prior to submittal and has specific submittal and design criteria.  DSA web site 
has information under “publications” tab that explains the process.  While the 
processes outlined in the publication is correct, the structural technical 
requirements must comply with 2007 CBC chapter 34 instead of the 2001 CBC 
requirements shown in the publication.  

 
5.20     MISSING DSA-5 FORM (APPLICATION FOR DSA APPROVAL OF AN INSPECTOR) 

This form is not required to be submitted for project certification 
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5.21     TESTING AND INSPECTION FORM (T&I FORM) 
For most projects a T&I form is submitted to DSA at project stampout (approval).  This 
T&I form is not a document DSA requires for project certification but is instead used by 
DSA to determine the tests and inspections that are both code required and Designer 
required.  DSA then uses the information on the T& I form to determine if all tests and 
inspections identified on the form have been completed.  Sometimes the project design 
professionals list items on the T&I form that are not code required and thus can be 
removed at their request.  Sometimes, the design professional (or their delegate) simply 
has just checked all boxes on the T&I form as an expeditious method of obtaining DSA 
plan approval and/or just did not know better.  Since some Tests and Inspections may 
be designer required (rather than code required), DSA staff typically lets the design 
professional check as many of the boxes on the form as they want (each box represents 
a different test and/or inspection.  It is therefore not unusual for the T&I form to be 
inaccurate and to list, as required, more tests and inspections than the code minimum.  If 
the inaccuracy of the T&I form is causing project certification issues then the following 
resolution may be appropriate: 

• The design professional responsible for submission of the T&I form (usually 
structural engineer on larger projects and architect on smaller projects) may 
submit a letter that modifies the original T&I form.  The letter must provide 
adequate justification for the removal of any test or inspection originally identified 
as required.  DSA may require additional verification in the form of a copy of the 
approved plans 

 
5.22     MATERIALS 

This section provides some strategies on resolving issues specific to construction 
materials.  The acceptability of these strategies must be determined by a qualified 
California Structural Engineer (or in some cases Architect) and require concurrence and 
acceptance from DSA.  DSA concurrence and acceptance will be predicated on many 
factors including project type, construction type, material type, other project 
documentation, structural significance, life/safety hazards, professional judgment, and 
professional experiences.  In all cases, a California Licensed Structural Engineer and/or 
Architect may prepare a program of testing and inspections; submit to DSA for 
concurrence and approval and execute the program.  DSA will accept a program in 
which the structures, members and/or components are load tested in compliance with 
the California Building Code and/or accepted National Standards. 

 
5.22.1 Concrete 

• Batch plant report missing 
o Conditions for Waiver of batch plant inspections are listed in Title 24.  For the 

purposes of this document see 2001 CBC Section 1929A.4.  If the project 
circumstances comply with the conditions listed in that code section then the 
Structural Engineer or Architect can submit a letter to DSA justifying the 
waiver 

o Compressive tests results may justify the acceptance as an alternate 
o Submit proof concrete came from an automated and certified plant 
o Submit proof concrete came from a Caltrans certified batch plant. 
o Provide justification weighmaster or trip tickets should be accepted as an 

alternate 
o Core the concrete to test 
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o Project types (insignificant concrete use or non-structural concrete use) can 
result in waiver 

• Laboratory tests missing 
o Core the concrete to test (compression)(or if required, petrographic, 

chemical) 
o Project types (insignificant concrete use or non-structural concrete use) can 

result in waiver 
o Non-destructive testing as approved by DSA 

• Reinforcing tests missing 
o Project types (insignificant concrete use or non-structural concrete use) can 

result in waiver. 
o Provide Mill Certs 
o Destructive Testing 
o Provide Calculations to show low stress levels (1/2 stress) 

 
5.22.2 Masonry 

• Laboratory tests or Special Inspection Report Missing 
o Core the masonry to test (compression)(or if required, petrographic, 

chemical) 
o Project types (insignificant masonry use such as ball walls, trash enclosures,  

low fence walls, low retaining walls) can result in waiver 
o Non-destructive testing as approved by DSA 
o Destructive Testing as approved by DSA 
o Provide Calculations to show low stress levels (1/2 stress) 
o Provide calculations to show low stress levels (¾ stress) along with letter 

from project inspector that the masonry was inspected. 
o In-plane shear tests 

• Reinforcing tests missing 
o Project types (insignificant masonry use) can result in waiver. 
o Provide Mill Certs 
o Destructive Testing 
o Provide Calculations to show low stress levels (1/2 stress) 

• Laboratory tests show face shell adhesion problem 
o Provide structural calculations for the masonry without face shells (essentially 

calculate as a concrete wall) 
o Core wall for more testing 
o Project types (insignificant masonry use such as ball walls, trash enclosures,  

low fence walls, low retaining walls) can result in waiver 
 

5.22.3 Wood 
• Glulam In-plant inspection reports missing. 

o Upon request from a California licensed Structural Engineer or Architect, DSA 
will waive special inspection requirements for noncustom members 51/8 inch 
maximum width and 18 inch maximum depth with a maximum clear span of 

October 22, 2008  Page 60 of 81 



Division of the State Architect  Project Certification Guide 

October 22, 2008  Page 61 of 81 

32 feet, manufactured and marked in accordance with the essential 
requirements of ANSI/AITC A 190.1 Section 6.6.1 for noncustom members.  
The request must include a statement of compliance with the above and a 
statement that the member markings were field observed. 

o DSA may accept AITC fabrication report and visual inspection by a qualified 
DA approved inspector 

• Gang Nail Truss (and other open web wood trusses) In-plant reports missing 
o DSA will accept visual in-situ inspection by a qualified DSA approved 

inspector.  Such inspection may require in-situ lumber grading. 

5.22.4 Steel 
• Testing reports missing for unidentified steel 

o Coupon test of in-situ steel 
o Structural Engineer submit letter requesting waiver of testing in combination 

with calculations showing the member(s) working stress level under full code 
load is 0.4 Fy (or less). 

• Testing reports missing for high strength bolts 
o Structural Engineer submit letter requesting waiver of testing in combination 

with calculations showing the stress level under full code loading is 
appropriate for equivalent bolts that are not high strength 

o Develop testing program to remove (and replace) appropriate sampling of 
bolts for testing 

o Remove and replace all high strength bolts (with adequate testing). 
• Testing reports missing for torque testing of high strength bolts 

o Structural Engineer submit letter requesting waiver of testing in 
combination with calculations showing the stress level under full code 
loading is appropriate for equivalent bolts that are not high strength 

o Torque test all high strength bolts 
• Inspection and/or testing reports missing for welding 

o Single pass fillet welds at ½ stress: Provide visual inspection by DSA 
approved qualified welding inspector 

o Provide in-situ non-destructive testing and inspections 
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SECTION 6 - UNIQUE STRUCTURES 
 

6.1       GENERAL   
This section provides some strategies on resolving issues that may be unique to specific 
structure types. The acceptability of these strategies must be determined by a qualified 
California Structural Engineer (or in some cases Architect) and require concurrence and 
acceptance from DSA.  DSA concurrence and acceptance will be predicated on many 
factors including project type, construction type, material type, other project 
documentation, structural significance, life/safety hazards, professional judgment, and 
professional experiences.  In all cases, the structure can be submitted to DSA as 
“rehabilitation of nonconforming building for school use”.  This option requires a meeting 
with DSA prior to submittal and has specific submittal and design criteria.  DSA web site 
has information under “publications” tab that explains the process.  While the processes 
outlined in the publication is correct, the structural technical requirements must comply 
with 2007 CBC chapter 34 instead of the 2001 CBC requirements shown in the 
publication. For some structures it may be acceptable for a California Licensed 
Structural Engineer and/or Architect to prepare a program of testing and inspections; 
submit to DSA for concurrence and approval and execute the program.  DSA will also 
accept a program in which the structures are load tested in compliance with the 
California Building Code and/or accepted National Standards. 
 
 

6.2 FREE STANDING SIGNS, SCOREBOARDS, FENCING AND NON-RETAINING WALLS 
These projects are usually uncomplicated, simple structural systems and pose an 
extremely low potential for hazard to people in the unlikely event of structural failure.  If 
any of these structures, in the opinion of DSA do not fall within these parameters then 
use of this section (Section 6.2) will not be accepted. 

• As an alternate to Type 1 certification (requires all documents) DSA will accept 
and certify as Type 2 (see Section 1.6.2) these projects if the following 
documents are submitted: 

o Letter from the district stating the project is complete and requesting 
Certification & Close of File Per EDU Code 39157(b) 

o DSA-6 from the project inspector  
 

6.3        RELOCATABLE BUILDINGS (ONE STORY MODULAR RELOCATABLE BUILDINGS) 
The closing requirements for relocatable building projects have some unique features as 
discussed in this section. Relocatable buildings can be either the entire scope or part of 
the scope.  See DSA IR 16-1 for related discussion 
 

6.3.1  Types of Relocatable Buildings 
Relocatable buildings are fabricated in a plant as units. The relocatable units are 
delivered to a school site where they are placed on a foundation and connected to 
electrical and plumbing systems (if necessary). Relocatable unit numbers, configurations 
and sizes can vary: they can be designed and installed as one standalone unit or 
multiple units can be combined to form a single building.  
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6.3.2   Inspection Requirements 
Relocatable buildings require an in-plant inspector, a project inspector, or both 
depending on the project scope: 

• Project scope is “stockpile” (building is not located at a specific site but instead is 
stockpiled awaiting purchase, lease or otherwise awaiting site location) 

o In-plant inspector is required 
• Project scope is “relocation” or “alteration” (building is to be located at a specific 

site and is coming from stockpile or a previous site location) (see Appendix B for 
further discussion) 

o Project inspector is required 
• Project scope is “Construction Of…” (building is constructed for a specific site 

and is site located directly from the plant) 
o In-plant inspector is required  
o Project inspector is required 

 
Project  
Scope 

DSA-6 from  
In-plant 

Inspector 
Required? 

DSA-6 from 
Project 

Inspector 
Required? 

Stockpile Yes No 
Relocation  No  Yes 

Construction Yes Yes 

6.3.3  Relocatable Building Numbering 
• Each Relocatable building unit (module) is required to be identified with an ID 

tag. The ID tag contains the original DSA application number under which the 
unit was fabricated and a unique serial number. 

 
•     Each Relocatable building manufacturer uses a unique numbering system. As 

part of DSA certification, the correct number of building units (modules) and the 
corresponding (and correct) serial numbers must be provided for each building 
unit (module) on the DSA-6 forms. Units (modules) are typically 10 feet to 12 feet 
wide. The following table can provide assistance in making a determination on 
the number of units(modules) it takes to make up a complete building: 
 

Building Type Dimensions (in 
feet) 

# of Relocatable 
Units (modules) 

Number of Serial 
#s 

Toilet 12x40 1 1 
Classroom 24x40 2 2 
Kindergarten 36x30 3 3 
Multi-purpose 48x40 4 4 

6.3.4   DSA-6 Requirements 
In-plant and project inspectors are each required to submit DSA-6 forms. It is essential 
that the serial numbers be included in the DSA-6 to specifically identify the buildings and 
the corresponding units (modules) covered by the report. For projects that require both 
in-plant inspector and project inspector, the application number and serial numbers must 
match on both inspectors’ DSA-6 forms.  
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6.3.5 Documentation required for DSA Certification 
See Appendix B for related discussion 
See Section 6.3.2 for related discussion 
See Section 6.3.4 for special requirements for inspector DSA-6 forms 

• Project scope is “stockpile” : 
o DSA-6 from in-plant inspector 
o DSA-292 or DSA-6 from in-plant welding inspector 
o Approved Change Orders, Addenda and/or Revisions  
o Any Additional Fees 

• Project scope is “relocation” or “alteration” : 
o DSA-6 from project inspector  
o DSA-6 from design professional in responsible charge (Architect) 
o Electrical grounding test results (performed by the project inspector or 

DSA approved Laboratory.  The results may be reported using DSA-6, 
DSA-121 or a separate report. (Any building with an electrical resistance 
exceeding 25 ohms must have a second grounding rod). 

o Notice of Completion from District 
o Approved Change Orders, Addenda and/or Revisions  
o Any Additional Fees 

• Project scope is “Construction Of”: 
o DSA-6 from project inspector 
o DSA-6 from in-plant inspector 
o DSA-292 or DSA-6 from in-plant welding inspector 
o DSA-6 from design professional in responsible charge (Architect) 
o Electrical grounding test results (performed by the project inspector or 

DSA approved Laboratory.  The results may be reported using DSA-6, 
DSA-121 or a separate report. (Any building with an electrical resistance 
exceeding 25 ohms must have a second grounding rod). 

o Notice of Completion from District 
o Approved Change Orders, Addenda and/or Revisions  
o Any Additional Fees 
 

6.3.6    Relocatable Buildings constructed without DSA approval 
These buildings are “nonconforming” and must be DSA certified prior to use as School 
Buildings as defined in the Education Code.  Below are two options: 

• Option 1: Architect/Engineer certification program.  This program must be 
developed by a California Licensed Architect or Structural Engineer:   
o Architect identifies building manufacturer, fabrication date, serial number from 

tag on building.  If available, also obtains any PC number or application 
number. 

o Architect works collaboratively with manufacturer to obtain plans for the 
building that was constructed.  If available, also obtains any in-plant 
inspection reports from the RBIP (even if based upon unapproved plans or 
PC plans). 
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o Architect develops and submits a proposed inspection and testing program 
for the building to DSA for concurrence and approval.  Supervisor shares with 
DSE for concurrence with the proposed program.  Supervisor approves 
program upon concurrence. For the inspection and testing program usually 
requires that all gravity and lateral load path members and details be 
observed; some destructive testing/inspection may be necessary.  We have 
accepted either a written detailed listing of the members and details on the 
plans, or a marked-up set of plans indicating the items to observe.  Material 
testing (steel coupons, concrete tests, etc.) may be required. 

o Upon approval of inspection program, district hires a DSA approved RBIP 
and/or a Class 1 inspector and, as required, a welding inspector to perform 
the inspections of the building. 

o Inspector prepares 95% FVR (DSA-6) based upon a pending approved 
application & plans.  This inspection occurs before plan submittal to verify 
that the plans being submitted are in fact applicable for that building. 

o Architect makes any design adjustments to the structure as follows and then 
submits plans to DSA as a “new” project. The project construction documents 
must comply with the current codes in effect at the time the “new” application 
is submitted. Note:  (2001 CBC is appropriate for buildings based upon a PC 
design until Jan 2009). 

o Upon approval of plans, building inspector completes inspection and files 
100% DSA-6 per current practice.  Depending upon certification level, the 
building inspector could be same for site inspection; however, in that case, 
separate DSA-6 forms would be required (one for the site and one for the 
building). 

o DSA then initiates closeout (certification) 
 

• Option 2:  The project can be submitted to DSA as “rehabilitation of 
nonconforming building for school use”.  This option requires a meeting with DSA 
prior to submittal and has specific submittal and design criteria.  DSA web site 
has information under “publications” tab that explains the process.  While the 
processes outlined in the publication is correct, the structural technical 
requirements must comply with 2007 CBC chapter 34 instead of the 2001 CBC 
requirements shown in the publication.  

 
6.4 BLEACHERS 

See DSA IR 16-5 for more discussion 
There are two types of bleachers (Indoor and Outdoor).  Each type of bleacher has its 
own documentation requirements.  The documentation listed in Sections 6.4.1 and 6.4.2 
is that required to certify the structure (bleachers).  The entire project (the construction of 
the bleachers and placing the bleachers at the site) require that, in addition to the 
documents listed in Sections 6.4.1 and 6.4.2, the following be submitted: 

o  DSA-6 from project inspector 
o DSA-6 from design professional in responsible charge (Architect) 
o Notice of Completion from District 
o Approved Change Orders, Addenda and/or Revisions  
o Any Additional Fees 
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DSA evaluates the documents listed in Section 6.4 for acceptance. This is due to 
inconsistencies and the fact there may be more than one bleacher or bleacher type 
under a specific application. 
 

6.4.1    Indoor folding (telescoping) bleachers 
These bleachers are permitted be self-certified by the manufacturer per DSA IR 16-5. 
The documents required, for certification, for in-plant inspection are listed below and 
must be included in the self-certification documents provided by the manufacturer: 

• Welder Certification: 
o With each bleacher, the manufacturer is required to send DSA a verified 

report made by a qualified professional engineer, stating the following: 
"Welds on this bleacher have been made by operators who have been 
previously qualified by tests, as prescribed in the Qualification section of 
the Structural Welding Code of the American Welding Society, to perform 
the type of work required. I have selected a person qualified to act as 
welding inspector. I certify him to be experienced in inspection of arc 
welds on work requiring unquestioned reliability, and that he has the 
ability to distinguish between sound and unsound welding."  

• Welding Certification: 
o With each bleacher, the welding inspector will send DSA a verified report 

stating: "I have checked the equipment and find it adequate and have 
checked the ability of the welders and found them satisfactory. I have 
inspected all the welding and find it proper and in conformity with the 
plans and specifications and CBC, Chapter 22A. I have used all 
necessary tests to assure myself of the adequacy of the welding." 

• Lumber Certification: 
o A qualified professional engineer may certify that the lumber used in the 

bleachers conforms to the grades and other requirements called for in 
the approved plans and specifications. 

• Steel Certification: 
o A qualified professional engineer may certify that the steel used in the 

bleachers conforms to the grades and other requirements called for in 
the approved plans and specifications. 

6.4.2    Outdoor bleachers 
These bleachers are certified by an independent inspector employed by the testing lab 
or directly by the school district. 
 
DSA-292 or DSA-6 from an AWS/CWI certified inspector covering shop welding and 
fabrication inspection. 
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Appendix A: On-Line Resources  
 
The DSA website is a ready source of project-specific information drawn from DSA’s 
Tracker database.  Tracker has records for all projects submitted to DSA for plan review 
since 11/12/1997. 
 

1.  Start at the DSA home page www.dsa.dgs.ca.gov 
2.  Click on Project Tracking 
3. Click on Project Status  
4. or go directly to https://www.apps.dgs.ca.gov/tracker/ProjectStatus.aspx 
5. Search for project records by Application Number or by County/School 

District 
 

Example:  Search for DSA Application Number 04-105900 to see the 
following Application Summary: 
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6. Follow the various Project Status categories under the Tracker Links in the 
left-hand column.  
 
Example A:  Click on Project Closeout and notice that this project was 
closed on 7/18/08 and the Closing Letter Type is a #3-Close of File w/o 
Certification-Exceptions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

      
 
 
 
 
 
 
 

October 22, 2008  Page 70 of 81 



Division of the State Architect  Project Certification Guide 

 Example B:  Click on Documents Required List to view the documents  
 required for project certification and whether or not they have been received      
 by DSA.  Use the following key to understand the notations: 

 
                        RR -  Required and Received by DSA 

RM - Required but  Missing from DSA files 
 

Notice that the Laboratory Affidavit and reports for engineered fill, batch      
plant Inspection and shot pin testing are missing from the DSA project file. 
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Example B, cont’d 

 
The Documents Required List for more recent projects has a revised format.  See 
the following list with the revised format from a different project: 

 
 Notice here the missing form DSA-102, Contractor’s form DSA-6, Notice of       

             Completion, Architect’s form DSA-6 A/E and the Project Inspector’s form  
 DSA-6. 
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Example C:  Click on Change Orders to view a list of change orders received 
by DSA and their review/approval status.  For more information on a 
particular change order, click select opposite the change order in question.   
For example, see the detailed information for the selected Change Order #14     
at the bottom of the change order list below.  Notice that the change order is  
shown to be under DSA structural safety review as of 8/18/2008. 
 
 Similar lists of addenda, deferred approvals and revisions may be viewed by      
 clicking on the corresponding links on the left hand column. 
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Appendix B: Relocatable Buildings 
 

Many relocatable buildings are not DSA certified. School districts sometimes desire to move 
these buildings or desire to certify them in place.  The following scenarios and associated criteria 
determine project approved.  (To be used for single story relocatable buildings only). 
 

1. Relocate new building from stockpile and building is certified by DSA 
• IR 16-1 applies 

 
2. Relocate new building from stockpile. Stockpile application is approved by DSA but 

building is not certified. 
• IR 16-1 applies 
• Superstructure must have been constructed using an appropriate approved DSA 

application for construction (not a PC). 
• Client must provide final verified reports (DSA-6 form) from the in-plant inspector 

(RBIP or Class 1) and from the in-plant welding inspector (AWS/CWI) by time of 
close of submitted project 

 
3. Relocate existing building from a school site and building is certified by DSA 

• IR 16-1 applies. 
 

4. Relocate existing building from a school site and building is not certified by DSA 
• IR 16-1 applies…. and…… 

Option 1 
• Superstructure must have been constructed using an appropriate approved DSA 

application for construction (not a PC). 
• Client must provide final verified reports (DSA-6 form) from the in-plant inspector 

(RBIP or Class 1) and from the in-plant welding inspector (AWS/CWI) before 
stampout of submitted project 

 
Option 2 

• Building has been previously DSA certified at any site during its entire existence. 
 

Option 3 
• Only previous site issues have caused the building to not be certified and once the 

building is relocated then those issues become mute.  Such issues could include: 
grounding, no DSA-6 from the site inspector, ramps, foundation issues, etc. 

 
5. Building is already on site and is not DSA site certified. 

• IR 16-1 applies 
• The superstructure must be DSA certified or certifiable by any of the methods 

noted above in this document. 
• All foundation work must comply with the current codes. The plans must show all 

components/information/details as if the building had not yet been placed on the 
site.  The plans may include a note for the contractor to “verify and modify as 
required”. 

 
6. Building is not DSA certified or certifiable by any of the methods noted above. 

• Building is considered “non-conforming” to Title 24 and the Field Act. And any 
use as a school building is prohibited until the building is DSA certified. 
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Appendix C: DSA File Organization 
  

 

1.9 Paper Files: 
DSA files documents into two files; Red file and Black file.  The Red file contains    plan 
review documents and technical construction documents.  The Black file black contains 
administrative and closing documents.  These files may be made available to the public 
upon request such that the public can review the files for documents.   
Below is a listing of documents in each respective file: 
 

BLACK FILE 

Form Number/ 
Document Name Description 

DSA-1 Application (or ORS-1 or SSS-1 for older projects) 

DSA-1.DEL Delegation of responsibility 

DSA-1.INC Definition of Scope of Increments 

DSA-1 REVISED  

DSA 108 Change in delegation of responsibility 

Plan check worksheet  Referred to as a “yellow worksheet” 

Approval of plans letter Referred to as “first approval letter” 

DSA-5 Project inspector qualification record 
Also used for semi-monthly reports from inspectors 

DSA-5A Assistant inspector qualification record 

DSA-6A/E Verified Report  

DSA-6 Verified Reports for each: Inspector, Assistant Inspector, and 
Contractor(s). DSA-6s can also be submitted for most special 
inspection verified reports, with the exception of glulam beams  

DSA-102 Contract Information 

Copies of Invoices and 
Checks 

 

Checklist for Site Inspection 
of Relocatable Buildings 

For relocatables (optional) 

Notice of Completion  

DSA-145 Record Set Handling Instructions 

DSA-293 Geotechnical Verified Report (engineered fill) 

DSA-291 Laboratory Verified Report (lab tests) 

DSA-292 Special Inspection Verified Report (lists what inspection was 
for) 

DSA Field Trip Notes  
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RED FILE 

Form Number/ 
Document Name Description 

Plan Check Related Docs Calculations, specs, etc. 

T & I List Structural Tests and Inspections 

Lab Reports  

DSA-143 

Transmittal Memo. Used as a cover sheet to Change Orders, 
Deferred Approvals, Revisions, Addendum, Misc., but not 
always. The Transmittal Memo may be missing from these 
documents. 

Change Orders Should have Transmittal Memo attached. 

Deferred Approvals Should have Transmittal Memo attached. 

Addenda Should have Transmittal Memo attached. 

Revisions Should have Transmittal Memo attached. 

DSA-3 Project Submittal Checklist 

 
 
Note: Many documents in the files do not relate to closeout, nor are required for 
closeout. 
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Appendix D: GLOSSARY OF TERMS 
 
Addendum A document that identifies changes or alterations of the approved plans or 

specifications prior to letting a construction contract for the work involved.  
These have no impact on cost and shall be submitted and approved by DSA. 

Additional (filing) Fee The fee which shall be paid to DSA when a contract amount, or the cumulative 
total of two or more contract amounts, exceeds the estimated cost by more than 
30%. 

Application See DSA-1 Form. 

Bleacher Fabrication 
Affidavit (Verified 
Report) 

An affidavit signed by an inspector for the inspection of the fabrication of 
bleachers. 

California Building 
Code (CBC) 

The building code that is used in California for public schools and community 
colleges. 

Certificate of 
Compliance 

Upon satisfactory completion of construction, and receipt of all required 
documents, DSA issues a Certificate of Compliance to the school district. This 
letter is evidence that construction conforms to applicable requirements of the 
California Education Code and California Building Standards Administrative 
Code. 

Certificate of 
Compliance without 
Receipt of All 
Documents 

A letter of certification is issued when one or more documents have not been 
received, but DSA has determined that certification meets the requirements of 
Education Code Section 17315(b). 

This certification is also knows as a #2 Letter. 

Change Order A document that identifies changes or alterations of the approved plans or 
specifications and/or changes in the contract amount after letting a construction 
contract. 

Closed without 
Certification 

A letter DSA issues when all or some of the required documents as listed on the 
90 Day Letter have not been received from the responsible entities and 
therefore DSA cannot issue a Certificate of Compliance. 

Also known as a #3 Close Letter. 

Construction Manager A firm or individual hired by a school district to manage construction. May or 
may not act as a contractor. 

Deferred Approval When a portion of the construction cannot be adequately detailed on the 
approved plans because of variations in the product design and/or 
manufacturer, the approval of plans for such portion may be deferred until the 
material suppliers are selected.   Examples would include  bleachers, fire 
sprinkler systems, basketball backboards, etc. 

Delegation of 
Responsibility Form 

A form completed by the architect or school district to change an individual(s) 
on a DSA-1 application form. 

Documents Required 
List 

See Required Documents List. 
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DSA-1 form Same as an application.  

A DSA application form submitted at the time a project is submitted for plan 
review and approval. A unique application number is assigned to each 
application. 

DSA-102 form  
(Contract Information) 

A DSA form that provides the contractor’s name and the amount and scope of 
the construction contract. 

DSA-143-1 form A DSA transmittal form used to identify material received, returned, approved or 
not, and comments for Addenda, Change Orders, Deferred Approvals, Misc. 
Field Changes, etc. 

DSA-6A/E form A Verified Report signed by the individuals listed on the DSA-1 application form 
(lines 22 and 25, or lines 6 and 7 for the observation of construction on older 
applications). 

DSA-6 form 
(Project/Site Inspector) 

A Verified Report signed by the project inspector for the inspection of 
construction. 

These reports certify under penalty of perjury that all construction was 
completed in accordance with DSA approved documents. 

DSA-6 form 
(In-plant Inspector) 

A Verified Report signed by an inspector for the inspection of the in-plant 
fabrication of a relocatable building. 

These reports certify under penalty of perjury that all construction was 
completed in accordance with DSA approved documents. 

DSA-6 form 
(Contractor) 

A Verified Report signed by a contractor for the construction work performed. 

These reports certify under penalty of perjury that all construction was 
completed in accordance with DSA approved documents. 

DSA-5 form  
(Building Inspector 
Qualification and 
Employment Record) 

An application for DSA approval of an inspector. 

Note: This is not a required closing document. 

District Structural 
Engineer 

Also referred to informally as a Field Engineer. 

DSE See District Structural Engineer. 

eTracker A computer system that tracks information of applications from time of submittal 
to close of file. 

Electrical Grounding 
Test Report 

A report that indicates the results of an electrical grounding test for an electrical 
ground rod on relocatable buildings. 

Engineered Fill 
Affidavit  
(Verified Report) 

An Affidavit signed by a licensed Geo-technical Engineer for engineered fill 
tests and inspections. 

Field Change 
Document (FCD) 

A document defining changes to the code-regulated construction requirements 
of the DSA-approved plans and/or specifications issued after a construction 
contract has been approved. FCDs may include architect’s supplemental 
instructions (ASI), instruction bulletins (BI), Field Orders (FO), constructions 
contract directives (CCD), etc. 
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Field Trip Notes (FTN) DSA field engineers create trip notes when performing field visits to 
construction sites. Occasionally there will be items that need to be addressed 
before certification can be granted.  The field engineer will provide the 
site/project inspector with this request and the inspector is to respond in writing, 
either in a semi-monthly report, separate correspondence or indicated on the 
final verified report that these items have been resolved or completed. 

Field Welding Affidavit 
(Verified Report) 

An affidavit signed by an AWS/CWI (An American Welding Society – Certified 
Welding Inspector) for the inspection of field welding. 

Filing Fee Fee which shall accompany the DSA-1 Application, or as corrected under 
additional filing fee. 

Final Verified Report See DSA-6. 

These reports certify under penalty of perjury that all construction was 
completed in accordance with DSA approved documents.  

Further Fee Fee which shall be paid to DSA if the actual cost exceeds the estimated cost by 
more than 5%.  This is determined in closing. 

Glulam Fabrication 
Affidavit  
(Verified Report) 

An Affidavit signed by a special inspector for the inspection of the fabrication of 
glued-laminated beams. 

High Strength Bolt 
Installation Affidavit 
(Verified Report) 

An affidavit signed by a special inspector for the installation of high strength 
bolts. 

Increment This term refers to incremental submittals made to plan review.  When only one 
submittal is made there are no increments. This information may be found on 
the yellow worksheet in the file and/or Tracker. Note that increments are NOT 
associated with construction phases. 

I.M.S. (Information 
Management System) 

An electronic document management system that stores documents in a central 
location.  Plans, specifications, addenda, change orders, semi-monthly reports, 
transmittals, correspondence and closing documents may be found here. 

Laboratory A company that performs material testing and provides special inspections. 

Laboratory Affidavit 
(Verified Report) 

A laboratory affidavit signed by duly authorized representative stating that all 
tests of materials used in construction of the project were made in accordance 
with the approved plans and specifications. 

Laboratory Reports Material test reports and daily reports for sampling, testing, or inspection. Not to 
be confused with Verified Reports. 

Letter of Certification See Certificate of Compliance. 

Masonry Inspection 
Affidavit  
(Verified Report) 

An Affidavit signed by a special inspector for the inspection of masonry 
construction. 

Notice of Completion 
(NOC) 

This notice is required for each contract. It signifies that the project has been 
completed according to the DSA-approved plans and that it is acceptable to the 
School District/Owner. 

PCS See Project Closeout Specialist. 
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Portion (scope) This term refers to when a portion of the entire scope of an application 
approved by DSA has been constructed (as opposed to constructing the entire 
scope) 

Portion Scope 
Construction 
Certification 

DSA may certify portions of the scope of a project that are completed if those 
portions include all aspects of construction necessary to make the affected 
structures code compliant (including accessibility and safety code 
requirements). DSA cannot certify structures that are not code compliant or 
structures that are incomplete. 

Project This term refers to a specific application for plan review and approval as well as 
construction. 

Project Closeout Upon completion of construction, project closeout is the process of reviewing 
documentation submitted to DSA and verifying that all work was performed and 
inspected in accordance with Code requirements. If documentation indicates 
that the construction met requirements, then DSA issues a letter of Certification 
of Construction to the school district. 

Project Closeout 
Specialist 

A Project Closeout Specialist, or PCS, provides administrative assistance to the 
DSE during project closeout. 

Project Inspector A general inspector 

Relocatable Building A building with an integral floor structure which is capable of being readily 
moved (relocated). 

Required Documents 
List 

Also referred to informally as the “Docs Required List” or in eTracker as the 
“Required Documents Report.”  

This is a list of all documents to be submitted to DSA for project certification. 
The list is created during plan review and finalized during closeout. 

Semi-monthly Reports Reports signed by a project inspector regarding the status of construction and 
submitted to DSA every two weeks. 

Shop Welding and 
Fabrication Verified 
Report 

An affidavit signed by an AWS/CWI (American Welding Society – Certified 
Welding Inspector) for the inspection of shop welding. 

Site Inspector Note: This is an old term. Now referred to as a project inspector. 

An inspector for site work under a relocatable building project.  Sometimes used 
to refer to a project inspector for a site work contract. 

Special Inspector An inspector who is approved to inspect masonry construction, glued-laminated 
lumber, manufactured trusses, shotcrete application, pre-stressed concrete 
member fabrication, post-tensioning operations, high strength bolt installation, 
shop welding, field welding, or pile driving.  

Each special inspector is required to submit an SIVR (DSA-292). 

Testing and Inspection 
List (T&I list) 

A DSA form that lists Structural Tests and Inspections that are required by the 
CBC. 

90-day Letter A letter that is sent to the architect and school district after the completion of 
construction requesting that all outstanding requirements and documents on a 
Documents Required List be submitted within a 90 day period to allow DSA to 
certify the application.   
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